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Table 1

PHASE |
ANALYZE

PHASE I
DESIGN

PHASE Il
DEVELOP

PHASE IV
IMPLEMENT

~ PHASE V
CONTROL

Inputs, processes, and outputs in Phase | are all based on job information. An inventory of job
tasks is compiled and divided \nto two groups: tasks not selected for instruction and tasks
wlected for instruction. Performance standards for tasks sslected for instruction are determinaed
by interview or observation at job sites and verified by subject matter experts. The analysis of
existing course documentation is done to determine if all or portions of the analysis phase and
other phases have already been done by someone else following the 150 guidelines, As a final
analysis phase strp, the list of tasks slected for instruetion is analyzed for the most suitable
instructional serting far gach fask,

Beginning with Phase 11, the |5D model is concerned with designing instruction using the f]b
analysis infosmation from Phase | The first step 15 the conversion of each task selected f
traiming into a 1errminal 'learming objective. Each terminal learning objective is then aﬁalv;ed to
determine iearming objectives and learning steps necessary for mastery of the terminal learning
objective. Tests are designed to match the learning objectives. A sample of students is tested 1o
insure that their entry behaviors match the level of learminga analysis. Finally, a sequence of
instruction 1s designed for the learning objectives.

The nstructional deveiopment phase begins with the classification of learning objectives by
learning category 5o as to @entify learning guidelines necessary for optimum learning to take
place. Determining how instruction 15 to be packaged and preseated to the student is
accomplished through a media selection process which takes into account such factors as
learning category and guideline, media characteristics, training setlting eriteria, and costs,
Instructional management plans are developed to allocate and manage all rescurces for
conducting instruction. lAstructional materials are selected or developed and tried out. When
matenals have been validated on the basis of empirical dats oblained from groups of typical
students, the course is ready for /mplementation.

Staft training is required for the implementation of the instructional management plan and the
instruction. Some key personnel must be trained to be managers 1n the specified management
pian. The instructional staff must be trained to conduct the instruction and collect evaluative
data on all of the instructional companents, At the completion of each instructional cycle,
management staff should be abie 1o Lse the collected information to improve the instructional
fysiem

lhs mstru:hana! t:!gs,lgngrs nor thg rnanaggrs of the course g,ﬁdgr stuﬁv; The first a,x:nwtv
(internal evaluaticn) is the analysis of learnar performance 1n the course to de instances
of deficient or irrelevant instruction. The evaluation team then suggests solutions for the
problems. In the external evaluation, personnel assess job task perforraance on the job to
deterrmine the actual performance of courss graduates and other job incumbents, All collected
data, internal and external, can be used as quality contral on instruction and & Aput 1o any

phate of the systam for revision.
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Job Aids are intanded 1o -
we hops will L ¥ou fo fun
and eas;lx EVP ,ij:m lﬂﬁﬁﬂ thar

iﬂ;;;uc;ignaj DLD(‘IL.LE% a

2 Job Aids are intended to address real needs. Prior 1o the development of L -
Jeb Aids, instructional technology personnel (individuals like vourself) at the
U.5. Army Slgn_ Center and the U.§. Army Engineer Schoo! were surveved to
determme speciiic [SD needs—those areas in which they had the greates: nesd for
assistance and :nformation. Emphasis was placed on satisfving these needs in tha
development of the Job Auds.

vstem for 1dentifving the activities tha:
must be pérfafmed in i:r’;stmc*'- s development (12D) as does
TRADOC Pamphlet 350-30 (lntr—r%enrmu Pfcm:cju res for Instructional Svstems
Development;.

WHAT 1S THE CLASSTFICATION SVS
PAMPHLET 350-30 AND J0B ATDS?

mphlet 3530-30 suggests that instructional s systems development he cor.

ve phusf 5

r-«

© For those of yvou who are unfamiliar with TRADOC Pamphlet 350-30 we sugges
you read the hrief description of each phase of the [SD process as shown in
Table 1. In the TRADOC Pamphlet each I¥ phase is divided into specific
activities called ISD blocks. Table 2 shows these ISD blocks and Table 2 shows
the outcome of exch block.

© Job Aids cover the activitje “equired for the first three phases of the
TRADOC Pamphlet (ie. . Anaivze, Design, and Devalop instructional 5Vstems),
The Aids cover each IE:D block within these phases except for ISD Block 1.1,
Analyze Job.
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Table 1

PHASE |
ANALYZE

PHASE I
DESIGN

PHASE Il
DEVELOP

PHASE IV
IMPLEMENT

~ PHASE V
CONTROL

Inputs, processes, and outputs in Phase | are all based on job information. An inventory of job
tasks 15 compiled and divided 1nto TWo groups: tasks not selected for instruction and tasks
selected for instruction. Performance standards for tasks selected for instruction are determined
by interview or observation at job sites and verified by subject matter experts. The analysis of
existing course documentation is done to determine if all or portions of the analysis phase and
other phases have already been done by someone else following the 150 guidelines, As a final
analysis phase strp, the list of tasks slected for instruction is analyzed for the most suitable
instructional setting far gach fask,

Beginning with Phase 11, the |5D model is concerned with designing instruction using the job
analysis information from Phase | The first step 15 the conversion of each task selected for
traiming into a 1errminal learming objective. Each terminal learning objective 15 then analyzed to
determing fearning objectives and learning sleps necessary for mastery of the terminal learning
objective. Tests are designed to match the learning objectives. A sample of students is tested 1o
insure that their entry behaviors match the level of learminga analysis. Finally, a sequence of
instruction 1s designed for the learning objectives.

The nstructional deveiopment phase begins with the classification of learning objectives by
learning category 5o as to @entify learning guidelines necessary for optimum learning to take
place. Determining how instruction 15 to be packaged and preseated to the student is
accomplished through a media selection process which takes into account such factors as
learning category and guideline, media char ristics, training setting criteria, and costs.
Instructional management plans are developed to allocate and manage all resources for
conducting nstruction. IAstructional materials are selected or developed and tried out. When
matenals have been validated on the basis of empirical dats oblained from groups of typical
students, the course is ready for /mplementaton.

Staft training is required for the implementation of the instructional management plan and the
instruction. Some key personnel must be trained to be managers 1n the specified management
pian. The instructional staff must be trained to conduct the instruction and collect evaluative
data on all of the instructional companents, At the completion of each instructional cycle,
management staff should be abie 1o Lse the collected information to improve the instructional
fysiem

Evaluatian and revisic
the nstructional designgrs [or the managers of the courss under study, The first activity
(internal evaluatien) 15 the analvsis of learnar performance in the courss to determing instances
of deficient or irrelevant instruction. The evaluation team then suggests solutions for the
problems. In the external evaluation, personnel assess job task perforrance on the job to
deterrmine the actual performance of courss graduates and other job incumbents, All collected
data, internal and external, can be used as quality contral on instruction and & Aput 1o any
phate of the systam for revision.
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Table 2

ISD BLOCKS IN EACH OF THE FIVE ISD PHASES

- 1.3 . -
; o1z e I4 15
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THE OUTCOMES OF THE BLOCKS ARE:

a list of tasks performed in a particular job.

Wl

a hst of tatks selected for trainirg,
. 2 job performance measure for each task selected for instruction.

an analysis of the job analysis, task selection, and performance measure

construction for any existing instruction to dezermine if thess courses are
usable in whole or in part.

.5, selection of the instructional setring for task selected for instruction

.1 ... a learning objertive for and a learming analysis of each task selected for
INstruction.

test items 1o measure each learming objective.

]
N
b

a test of e iry behaviors 1o see if the original assumptions were correct,

the sequencing of all dependent tasks.

ot

.T... the dasuficauon of learning objectives by learning category and the
identification of appropriate learning guidelines,

.2. .. the media selections for instructional development and the instructional

management plan for conducting the instruction.

the analysis of packages of any existing instruction that meets the given

lezrming objectives,

M

I

L
x

4 . the development o! instructian for all learning objectives where existing
g g

materials are not availlable,
fi

eld tested and revised instructional materials.

.1 . doeuments containing infarmation on time, space, student and instruetional
iv resources, and staff trained to conduc? the instruction.
. .2... a completed cycle of instruction with infarmation needed to improve 1t for

the succeeding cycle,

) .1... dataon instructional effectiveness.
v .2 .. dataon job performance in the field.
.3 instructional system revised on pasis of empirical data.

I
o
)
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WHAT SOURCES OF INFORMATION WERE USED IN THE
DEVELOPMENT OF JOB AIDS?

e Job Aids are not just a re-hash of TRADOC Pamphlet 350-30. We use the
same classification system for ISD phases and the blocks within the phases
as does the TRADOC Pamphlet, However, the guidance and information provided
in the Job Aids come from a variety of sources, the TRADOC Pamphlet being
only one such source. We have gathered information from any source that we
could locate. If the information was judged to be good it was included in the
Job Aids. In some instances the information in the Job Aid is based solely an the
educational technology experience of the project staff.

e It is not within the scope of this Introduction to list all sources of information
examined or used in the development of the Job Aids. However, in addition
to TRADOC Pamphlet 350-30 examples of other sources of information would
include the following types:

— TRADOC Circulars
= DA Pamphlets

— Printed Guidance prepared by TRADOC Schools (e.g. US. Army
Signal Center)

— Other military and civilian agencies

LV
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WHAT JOB ATDS ARE PRESENTLY AVAILABLE AND WHAT 00
THEY CONSIST OF? :

e There are thirteen Job Aids ptesently available. Each Job Aid is comprised
of two documents. A brief description of each is provided below: (A
complete description of how to use each is given on the pages that follow.)

— Descriptive Authoring Flowcharts. The Descriptive Authoring Flowcharts {usually
referred to as Flowchart Manuals) are the primary documents used in the
Job Aids. They direct the user to specific guidance, examples and references
provided in the Job Aid Manuals,

— Job Aid Manuals. As stated above, the Jot Aid Manuals provide the specific
guidance, examples and references necessary to produce the product specified
by the ISD Block they cover. In addition, eich Job Aid Manual contains one
or more Worksheets to use in the development of the product.

® Another important part of the Job Aids package is of course the document
you are presently reading, Introduction to the Use of Job Aids and Job
Aild Resource Manual,

® T:ie specific Job Aids available are: (Fiowchart Manual and Job Aids Manual
for each).
~ Job Aid for Selecting Tasks for Training (ISP 1.2)
— Job Aid for Conducting Task Analysis (ISD L.3)
— Job Aid for Analyzing Existing Courses (ISD 1.4)
= Jeb Aid for Selecting Instructional Settings (ISD 1.5)
— Job Aid for Developing Objectives (ISD I1.1)
= Job Aid for Developing Tests (ISD 11.2)
— Job Aid for Describing Entry Behavior (ISD I1.3)
— Job Aid for Determining Sequence and Structure (ISD II.4)
— Job Aid for Specifying Learning Events and Activities (ISD II1.1)

— Job Aid for Specifying Instructional Management Plan and Delivery
System (ISD II11.2)

— Job Aid for Review and Selection of Existing Materials (ISD I11.3)
— Job Aid for Developing Instruction (ISD II1.4)
— Job Aid for Validating Instruction (ISD II1.5)

~F
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WHAT AKE THE MAIN PARTS OF THE FLOWCHART MANUAL?
©® -Scan through a few pages of your Flowchart Manual. Observe the following:

— Flowchart symbols used

— Supplemental information opposite most of the flowchart symbols

= Flowchart block and page numbering system

e For a complete description of each of the main parts of the Flowchart Manual
see the pages that follow,
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WHAT FLOWCHART SYMBOLS ARE USED IN THE FLOWCHART MANUAL?

° Flowchart Symbols

— Only five symbcls are used in the Flowchart Manual. 'These symbols and the
instructions within them act as a road map to lead you step-by-step through
the process of developing your particular product. We believe that after you
have gotten used to using the Flewchart Manual you will find it a very useful
control document. The five symbols used are as follows:

Start-Stop Symbol — Indicates either the start or stop
of the activities called for in the
Flowchart Manual.

Decision Symbol  — Indicates that you must make a
decision at this point which will
determine the path that you take
thru the Flowchait Manual,

YT Manual Symbol — Indicates that you ars to refer to

additional guidance or instruction
shown in the symbol.

. T Rectangle Symbol - Indicates an activity that must be
performed but does not require
specific additional guidance or
instruction in the Job Aid Manual.
(In some cases the user is given
the option of going to the Job
Aid Manual to see a completed
example of the activity called for
in the rectangle symbol).

— Go To Symbol — Indicates a branch to some other
flowchart block. The branch will
either be to a previously encountered
block or will jump you over blocks
that can be omitted.



WHAT TINSTRUCTION 1S PROVIDED WITHIN THE FLOWCHART
SYMBOLS?

¢ Each flowchart symbol except the Decision Symbol contains a brief statement
of the activity that you are to perform. If this activity requiles the completion
of part of a Worksheet the specific part of the Worksheet will be identified
(remember, each Job Aid includes one or more Worksheets). Decision blocks
always contain a quastion that can be answered with a yes or no answer. The
branch you take after the decision block will depend upon your answer,



WHAT71£ THE PURPOSE OF THE SUPPLEMENTAL INFORMATION
PROVIDED IN THE FLOWCHART MANUAL?
® The supplemental information that is located beside most of the flowchart symbols
serves the following purpose::

— Provides a more complete description of the steps or activities that must be

— Refers you to specific pages within the Job Aid Manual for specific guidance,
examples and references needed for completing the activity called for in the
flowchart block. (This is associated with the Manua! symbel.)

are shown in the Job Aid Manual. The supplemental information indicates the
specific page in the Job Aid Manual containing the example. However, the user
has the option of going to the Job Aid Manual to see the example. (The Manual

— Acts as an executive summary which will allow commanders and supervisors to
obtain a picture of the activities required by the Job Aid without reading the
entire Job Aid Manual.

WHAT 1S THE FLOWCHART BLOCK AND PAGE NUMBERING SYSTtM?
@ The flawchart block and page numbering system is as follows:
— Flowchart blocks are numbered so that they can be easily referred to.

= The page numbers in each of the 13 Flowchart Manuals are preceded by an
identifying letter unique to a specific ISD Block. (E.g., The Flowchart Manual
pages for ISD Block .2 go from A-1 to A-15 whereas for I1SD Block 1.3 the

is also used in the Job Aid Manuals.

')
by
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HOW DO 1 USE THE JOB AID MANUAL AND WHAT ARE THE
MAIN PARTS OF IT?

e It is unlikely that you will need to refer to every page in the Job Aid Manual.
As previously stated, the Job Aid Manuals are used as supplements to the Flow-
chart Manuals that direct you to specific pages within the Job Aid Manuals.
Therefore, DO NOT ATTEMPT TO USE THE JOB AID MANUALS INDEPENDENTLY
OF THE FLOWCHART MANUALS.

® Scan through a few pages of your Job Aid Manual. Observe the following:
— Partial flowcharis shown at the top of pages

— Questions written in script that aAppear on most pages

— Completed, or partially completed examples of Worksheets

WHAT 1S THE PURPOSE OF THE PARTIAL FLOWCHARTS AT THE
TOP OF SOME PAGES OF THE JOB AID MANUAL?

* When you are referred to the Job Aid Manual you will find a partial flowchart at
the top of the Job Aid Manual page. You are to remain working with the Job

Aid Manual until you come to another partial flowchart, Then return to the
Flowchart Manual.

© The partial flowcharts are identical to those shown in the Flowchart Manual.
They serve as an additional reminder of the activity being dealt with at the
moment.

11
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WHAT 12 THE PURPOSE OF THE QUESTIONS WRITTEN IN SCRIPT
THAT APPEAR ON SOME PAGES OF THE JOB AID MANUAL?
@ The questions written in script are our way of telling you what follows. They
highlight such things as:
— The purpose of performing a certain activity
— How the activity is performed
— What sources are available for performing the activity and how good they are

= What the Worksheet looks like after the activity is performed

WHAT 1S THE PURPOSE OF THE COMPLETED OR PARTIALLY
COMPLETED EXAMPLES OF WORKSHEETS?

* As previously stated, every Job Aid Manual uses one or more Worksheets
{located in a pocket at the back of the Manual). ‘I'he Worksheets permit you to
produce (and document) the product called for in the ISD Block.

e Whenever you are required to make an entry on a Worksheet an example of that
type of entry will be shown in the Job Aid Manual and will usually be circled so
as to make it stand out. It is hoped that these examples will give you a clear idea
of what is required on the Worksheet,

\M“l"‘J
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WHAT DOES THIS ALL MEAN AND WHAT DO T DO Now?

® In this Introduction we have attempted to explain the f{ollowing:
—What Job Aids are
— The classification svstem (ISD Phases and Blocks) used in the Job Aids
= Sources of information used in the development of Job Ails
= Job Aids presently available
— A description of Flowchart Manuals
— A description of Job Aid Manuals
e If you feel that you have an adequate understanding of the above, return to the
Flowchart Manual now. You will be referred to specific pages in the Resource

Manual (the remainder of this document) as you need the information contained
in them. Do not attempt to read the Resource Manual now.

RETURN TO THE FLOWCHART MANUAL NOW







HOW CAN THE RESOURCE MANUAL HELP ME?

The purpose of this resource manual Is to assist you in the formation of a data-
based system for decision making in the Analysis Phase of the Instructional Svstems
Development (ISD). In order to make logical and objective decisions based on conditions
and needs in the field, you must collect, organize, analyze. and document job significant
data (information). Such data includes many specifics under the broad categories of
job background data, target population data, and critical task data. The specifications
of specific data requirements and sources of this data should be part of the overall
Job Analysis Plan.



There are many sources of dota to support a job analysis.

(¥

-]

hese sources include such thinTs as:

[N

Technical Manuals

o Tield Manuals

o Army Regulations

2 Circulars and Phamplets
@ Pror-ams of Instruction
@ Soldier's Manuzals

© Previous Task Lists

socuraenistn 1 [rom the Systeins Sngineciilng D

Reports from outside agenciss, i.e., !
and other military and civilian esegf\:h orga
o Internal Research Reports

@ Tables of Organizati... and Equipment and Tables of Distribution znd
Allovrances

¢ Civilian Publications (technical jourr 's and orofessional publications;
o Equipment Modification Work Ordc

o CODAP (Comprehensive Occupational Data Analysis Programs)

‘o Field Surveys

Panels of Experts

)

WHICH SOURCES OF DATA ARE INCLUDED IN THE RESOURCE
MANUAL?

Each of the sources listed is useful for fulfilling specific nezds * the Analysis Phase
of [5D. The Job Analysis Plan should specify exactly which 1tem, of data will be needed
and the recommended source(s) for each item. In this way all the data ean be accessed and
ready for use as soon as it is needed. The last three sources on the list, COTOAP, Field
Surveys, and Consensus Groups or Panels, are frequently cited in .the Job Aids for
specific items of information. How to use these sources is the subject of this manual.

1s
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HOW ARE CODAP REPORTS OBTAINED:

[n order to obtain CODAP data vou should first check WIth your supervisor to see if
the information ¥ou need has already been accessed. If it has not, write to:

T

Commander

US Army Military' Personne! Cente
ATTN: DAPC-MSE-D

26411 Eisenhower Avenue
Alexandria, VA 293713

-y

7.

or call;

W

325-9272/9493 (AUTOVON 221927254953,

i

Allow at least three weeks for the reports to arrive at your school, The necessary
lead time could be much longer if you are requesting special information which CODAP
has not yet collected. It is recommended that you ebtain the two official guides from
MILPERCEN: the US Army Militar. Occupational Data Bank, and the US Army Occupa
tional Survey Program,

*Keep i mind that these percentages are based on the peacerime conditions in which soldjers are
presently being surveyed, Adjustments should be made for caniba: Laxks,
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Machine tabulation and computer anzlysis of the completed forms are practical when a

wirge Numbel of QUESUONREr=s 15 Ussd

the soldiars whe
he form so thgt
ring to ask., The
uestionnaires, as they

mE e fDllG\'fL;g gmdgé

J.E. and Archer, W.B, Prosedural guide for conducting occupational
s 1n the United States Awr Force (PRL-TR-67-11). Lackland Air
Base, Texas: Personnel Research Laboratory, Aerospace Medical

n, Air Force Systems Command, September 1567.

Jacobs, T 0. Developing questionnaire items: how to do if well Human
RESD Cia RE;E;EICh Organization (HumRRO), 300 North Washington Street
\lexandria, ia 22314,
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- an introduction explaining the purpose a
importance of participating in the field I survey,

general instructions explaining how the guestionnaire
15 to be completed.

*neral instructions regarding responsibilities,

- specific instructions for administering the ques-
tionnaire in a2 controlled environment.

sxamples of these types of instructions, see Appendix B.
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ead the administrative instructions

|
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— Return the completed questionnaires to the school

e Individual Administration

Often, particularly with individuals at remote stations, group administration is
impractical. In these cases, it is sometimes effective to send the guestionnaires to a
responsible officer and request that they be returned by a reasonable suspense date.
Careful attention should be paid to the instructions for administration or sell-
administration. If your command has no authority to require that a suspense date
be met, then you must either obtain the concurrerce of a command with that
authority, or be willing to accept a reduced percenage return.

e Return of Questionnaires

How much confidence can you have in the validity of your questionnaire if you
get less than a 100 percent return? Less and less confide ice can be expected with each
reduction in the percentage returned. What can you do if you are not satisfied with the
percentage of returns of the questionnaires? We suggest you —ry the following:

1) Send out more forms to different people anu hope for better results.

2) Recontact some of the first sample and try to encourage them to return
the questionnaires.

3)  Visit a random sample of those who did not i1espond and compare their
forced responses with the voluntary responses. Then you and your super-
visors will have to decide how much chance you are willing to take that
the data you have received presents a sufficiently accurate picture of the
job as it really exists,
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Job incumbents and job supzrvisors may be found on the post where your schoo
located or at other locations. Check the TOEs and TOAs to find out where personnel
may be assigned. While personne! assizned to your post are most conven ntly assembled,
they may not be campletely ren:esentative of job incumoents/supervisors serving in other
] hey prob=tiy have been he: vily burdened by school surveys, panels, ete.,

ity to the school. Therefore, personnel from other locations
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— time and funds are inadeguzis for conducting a field survey

= the type of information required czn be reliably provi
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With this method, a group of highly experienced Farsonnel is brought tozether to
réeord and organiks the required job analysis data. This method is particwlarly usaful in
collecting job data on new Jobs or on managerial and supervisory jobs where many of
the most critical behaviors are not directly cbservable. Since the members of a pane] of
SMEs are experts in the MOS being analyzed, their collective effort should be decisions
about the requirements of the job. In general, their ; &5t effectiveness is in evaluating
and making decisions about job data that have been collected from other sources by

WHEN ARE RECENT JOB INCUMBENTS AND/OR SUPERVISORS USED?

With this method, a group of job incumbents, job supervizors, or a combination of
these, is brought together to provide information about their jebs. The primary function
of this type of panel is to provide information about their jobs, not to make decis.sns,
Another name for this type of panel is Consensus Group.,

HOW 1S A PANEL ASSEMBLED?

Tiie panel is a relatively inexpensive and easy approach to collecting data. Three to
s€ven persons is the number recommended to make up the panel. Whenever possible, vou
want panel members to be representative of different locations znd types of units in the
field. While many experts may be available within your school it is critical that their
views be balanced by those of persons serving presently or recently in the field. If all of
the sanel members come from schools, there may be a tendency for the outcome to reflect
what exists in training rather than what actually exists on the job.

L W
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Appendix B

ADMINISTRATIVE PROCEDURES
FOR
CLOSED FORM QUESTIONNAIRE

Introduction (for user of questionnaire)
General Instructions (for user of questionnaire)

General instructions (for project officer)

AW N =

Specific Instructions for Administering Questionnaire
{for project officer when questionnaire is administered
‘in a controlled environment. ’
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TO: USER OF QUESTIONNAIRE

INTRODUCTION

TO THE NONCOMMISSIONED OFFICER:

This questionnaire is part of a field survey designed to identify tasks for milii.iry
police training. Its specific purpose is to obtain from you, the Noncommissioned Officer,
intormation on task criticality and frequency of performance. Feedback gained from
this questionnaire will play a major part in redesigning the Noncommissioned Officer
Advanced Education System. The ultimate goal is to design training so that it reflects
what we bave learned from you in the field. This goal is possible only with vour full
cooperation. Consider each task listed in this questiornaire carefully and give' your best
response. Your contributien is essential to a successful survey, ‘




TO: USER OF QUESTIONNAIRE

GENERAL INSTRUCTIONS

1. Complete this survey questiorinaire within the time specified by your unit project
officer and return it to him upon completion.

2. Because instructions for completing each part of this survey questionnaire are
different, read all instructions carefully.

3. Part II requires that you supply biographical information. This information will be
used to correlate feedback received from the field. Print all answers in the spaces
provided on the appropriate survey questionnaire page.

L

In the upper right corner of each page of Part III, Task Inventory, of this survey
questionnaire is a BOOKLET NUMBER block, Immediately to the left of this
block is the individual booklet number, Print the individual booklet number in the
BOOKLET NUMBER block on each pa e of the Task Inventory as demonstrated in
the example. o -

EXAMPLE:

BOOKLET NUMBER

E a
3
3

(000345) o 1 ) @ ) 9
_ _ _ = . ‘

Imfr)r

5.  Part III, Task Inventory, is divided into nine (9) separate sections (Sections I.I1X).
The content of these sections concerns tasks you may perform in your present duty
assighment. You are asked to rate each task in accordance with three criteria -
frequency of task performance, immediacy of task performance, and importance of
task to mission success,

Base all selections or. your experience in your present duty assignment.

a. Column A requires that you rate how often you perform each task on a scale
from one to four. The criterion for this rating-is the frequency of task per-
formance. Those tasks performed most frequently will normally be rated four

while those tasks not perforiied at all will be rated one.




b. Column B requires that you determine how soon you must be capable of per-
forming each task after reporting to your present duty assignment. The cri-
terion for this rating is the immediacy of task performance. Of the four
possible responses, select the one most nearly describing your requirements.
Select response number four for those tasks which you must be capable of
performing immediately upon reporting for duty. Select response number one
for those tasks which you never perform.

¢.  Column C requires that you describe, in your opinion, how important each
task is to mission success. The criterion for this rating is the importance of
the task to the accomplishment of the unit mission. Those tasks that, in
your opinion, are most important to mission success will be rated four while
those tasks that you consider least important will be rated one.

6.  After selecting, enter your responses for each task, using either a pen or pencil, in
the answer portion adjacent to the appropriate task statement as demonstrated in
the example.

EXAMPLE: The task PREPARE CORRESPONDENCE, if rated as performed
FREQUENTLY in Column A, identified as must be capabie of performing
IMMEDIATELY in Column B, and determined by you to be MOST
IMPORTANT in Column C, would be entered in the answer portion, as
shown below,

4

=

PREPARE CORRESPONDENCE 1 2 1 2 3 4 1 2

TOURDODRDD ]

After each section of Part III, Task Inventory, is a Write-In Section. These write-in
sections are provided in order that you may comment on each task inventory section,
or list any task(s) you think should be included in the Task Inventory. These sections
also allow you to comment on those tasks that you find are the most difficult for
vouu to perform.

]

4
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PROJECT OFFICER

L2

4.

GENERAL INSTRUCTIONS FOR PROJECT OFFICER

The Military Police School is currently involved in redesigning basic
military police training to produce military policemen better equipped to perform
when they reach the unit. The emphasis is toward training replacements in tasks
actually being performed in the field. The questionnaires in this packet are designed
to identify those tasks,

The care with which vou, the project officer, administer the questionnaires will
determine the accuracy of field feedback and, consequently, the success or failure
of this project.

Survev Packet Contents.

" a.
b,
¢.
d.

e,

Questionnaire

Supervisor Questionnaire

Project Officer Instructions
Answer Sheets for Questionnaire

Pencils for use on answer sheets,

Responsibilities.
a.  Unit Commander. The unit commander is requested to appoint a project officer
and to monitor administration of the survey,

b.  Project Officer. The project officer is responsible for the control and handling
of questionnaires. for the administration of the questionnaires, and for returning
completed and unused questionnaires to the Military Police School.

¢.  Questionnaire Adminijstrator. The project officer may appoint someone to

administer the quesﬁannaire, if necessary. Normally, however, it is recom-
mended that the project officer administer the questionnaire himself,

About the Quesgionnaj;g&

a. Questionnaire. This questionnaire is Cesigned to identify tasks being performed
by military policemen in the field and the frequency with which each task
is performed.

b.  Supervisor Questionnaire. The supervisor questionnaire is programmed to pro-
vide feedback on task criticality, probability of defici»nt performance, and the
frequency with which each task is performed,

b
~F
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Who Takes The Quéﬁtiﬂijﬂaiféé The project officer is responsible for selecting
individuals to take the questionnaires (respondents) within their units. Those
selected must meet the requirements listed below:

a.  The questionnaire respondent must:
(1) Be in an M.P. duty assignment {actually performing M.P. duties)
{2) Have been on the job at least 90 days
b.  The respondent to the Supervisor Questionnaire must:
(1) Command or supervise M.P. personnel
(2) Have been in a command or supervisory position in the unit for 90 days.
(Assign questionnaires proportionately among officers and NCO's.)

Questionnaire Administration.

Questionnaire. The questionnaire will be administered in a controlled environ-
ment. Persons participating in the survey will be allowed two hours to complete
the questionnaire and will turn the questionnaire and answer sheets in to the
questionnaire administrator prior to leaving the survey area. Individual question-
naires and their accompanying answer sheets will be kept together.

See attached item for the procedure to be followed in administering the
questionnaire,

b.  Supervisor Questionnaire. Supervisors selected as respondents for this ques-
tionnaire will be allowed to sign for the questionnaire and take it with them.
They will complete the questionnaire and return it to the project officer within
a time frame he specifies. This time frame must be compatible with the
suspense date to the Military Police School.

Questionnaire Handling. Questionnaires and answer sheets become FOR OFFICIAL

USE ONLY when completed. For ease of accounting, each questionnaire and its
accompanying answer sheets are numbered. Al questionnaires must be returned to
the Military Police School whether they are used or not. Instructions for returning
the questionnaires to the Military Police School are contain:d in the basic letter.

If you have any problems or questions, contact (NOTF: Give name or names,
address, and telephone number).




TO: PROJECT OFFICER ADMINISTERING QUESTIONNAIRE IN A CONTROLLED
ENVIRONMENT

ADMINISTERING THE QUESTIONNAIRC

A-1. Preparation. A classroom or training room equipped with desks will provide the

most ideal site for administering the questionnaire. Questionnaires, answer sheets, .

and two electrographic pencils should be issued to participants after everyone who
Is to take the questionnaire has arrived, This ensures that everyone starts together.

A-2.  Instructions. The questionnaire administrator will present the following instructions.
a.  “Is there anyone here who is not working in an M.P. duty position? Is there
anyone here who has not been assigned to their present duties at least 90 days?
If so, nlease leave at this time.”

b.  “Will everyone at this time please read the first page in the questionnaire which
has been issued to you.”
{Note to the administrator: It must be emphasized that your enthusiasm for
this project or lack of it will be contagious. It is important that you demon-
strate a positive attitude to the participants. Allow time for the first page to
be read and underline the importance of the questionnaire with the following
statement.)

“I would like to stress the importance of this questionnaire. The Military
Police School wants to design training to fit the job in the field. You are
the or!; people who can tell them what they need to know. Please think
through each question and give your best answers,”

c.  “Turn to Part I, Biographical Information, and answer questions 1-13.
When you have finished, lay your pencil on the desk so I will know when
to proceed to the next step.”

* /
d. *“Now read the instructions found in Part I1.”

(Note t{o the administrator: Allow reasonable time for everyone to finish before
moving to the next step.)

**Are there any questions?”’

e, ‘“As you read in the instructions, there are nine answer sheets accompanying
your questionnaire. Take the answer sheets and number them one through
nine to correspond to the first nine sections in Part III of the questionnaire.
If you do not have nine answer sheets, raise your hand—I have extra ones.
Use a separate answer sheet for each section. Answer only the number of
questions listed in each and move to the next section and answer sheet. It
is not necessarv to write your name, rank, the date, or course at the top
of the answer sheet. Also, disregard the biocks marked score, grade, extra
points, and social security number.” - )

43 ©




f.  “Because of the size of this survey, these answer sheets will be read by
machine. You must use the special pencils provided so that the machine can
‘read the answers. When marking your answer, take care to fill the vertical
rectangle outlining the letter as shown by the example on page 4 of the
instructions. Also, please be sure not to make any stray marks on the
answer sheets. Finally, do not fold the answer sheets.”

g.  “All answers must be based on your experience in this your present unit. Do
not call on experience in previous units. This means that if you do not per-
form a particular task in yo.> present unit, you must mark ‘do not perform
this task’ on your answer sheet.”

“You may begin answering Part [II. Remember Section ten, the written

&

sheets into the questionnaire and turn them in to me. You may leave
when you are finished. Are there any questions?”

A-3.  Conclusion. After everyone has taken the questionnaire, ensure that all ques-
tionnaires and answer sheets are accounted for. Collect the pencils provided so
that they may be returned to the Military Police School along with the question-
naires and answer sheets.
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JOB AID FOR
SPECIFYING LEARNING EVENTS/ACTIVITIES
15D 1.1

Manual

This is the 9th in a series of (8D Joh Aids for use in instructional design and
development. This volume is to he used as a supplement to the primary document,,
“Job Aids: Descriptive Authoring Flowcharts 1SD [11.1 Specily Leaming Events/
Activities.” The flowchart document will'direct you to specific guidance, examples,
and references provided in this volume, IT you do not have the primary flowchart
document, request it from your supervisor,

The wording in this manual should not be construed to
discriminate between the sexes. In order to avoid a
repetitious use of the terminology, “he/she,” the terms,
“he,” “him,” and "his,” as well as “men,” are intended
to include both the masculine and feminine gender. Any
exceptions to this usage will be so noted.

cn
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What is the Learning Activities Job Aid ALL About?

® OBJECTIVE

1. Given a list of tasks selected for training, and a list of learning objectives
for the task elements/enabling skills and knowledges for each task select the

most appropriate learning activities for training the learning objectives.

o

Given an appropriate worksheet (Learning Activities Recording Sheet), and
instructions on how to fill it out correctly, fill out a worksheet for each
critical task.

PURPOSE

The purpose of this job aid is to help you select appropriate learning events and
activities for training sessions in which critical tasks will be taught. Learning
research has identified learning activities and conditions which are essential for
teaching different kinds of learning objectives. In this job aid, you will learn
what those activities and conditions are. ;

PRODUCT

This Job Aid will result in a listing of learning activities for teaching the learning

objectives for each critical task.

e
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‘DESCRIFTIVE FLOWCHART

The flowchart on pages [-43 thru [-44 shows the major steps in the use of the
Job Aid for specifying Learning Activities for ali learning objectives in critical

tasks. The flowchart will be useful to you in getting a clear picture of the over-

all process used in this job aid. A more completely described flowchart is pro-
vided in Job Aids: Descriptive Authoring Flowcharts.

OVERVIEW OF MAJOR STEPS IN SPECIFYING LEARNING ACTIVITIES

The following major steps are performed for each critical task element/enabling
skills and knowledges that is to be included in training: (i.e., those for which
there is a Leaming Objective.)

Step 1. The learning category (Mental, Physical, or Attitudinal) is identified
and recorded for each Learning Objective,

Step 2. The learning subcategory is identified and recorded for each Learning
Objective.

Step 3. Based on the learning category and subcategory, appropriate learning

activities for teaching each Learmning Objective are specified and
recorded.

WORKSHEET USED

— The Table on the next page shows a sample of a completed Learning Activities

Recording Sheet (LAR).

Iy
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LEERUKIG ACTIVITIES RECORDING SHEET
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Leawuring Activities Reconding She

A Learning Activities Recording Sheet (LAR)

SepOeRet at the end of this many

in il&t’lil;!hll) ,“’”‘ (lLl[)]i('il })1 :i—
J
Ll

2 To see a sampie of o completed LAR Sheot refer Lo page 145,
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How do 1 Zdaﬁ.;lti{;g{ el gL’FC"[d Lhe Flusit/Next - Lea ul{ll{
| sot This Cucticad Task?
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[
"\_“, iy
-

Obrective

Thas block represents the first step i the completion of Section T of this LAR

sheet. Perform the following:

ssociated with this eritical task,

{1 examine the LOs
12y Identify the first/mext LO.
(31 In Column A of the LAR Sheet, record only the action statement for

the firstnext Lo,

el Look Like Agten the Fousé/Next

Learuning Objective ﬁQiLGﬂ Stateinent fas Beew Recoraded?

ISD Il Specity Learning Events /Activities

LEARRING ACTIVITIES RECORDIHG SHEET
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All Learning Objectives fall into one of threo learning categories=MIENT AL, PHY-
SICAL or ATTITUDINALL The charnctersiies of ench of these catepories are:

tives categorized s

MENTAL: The learning required for learning ohje
“mental™ s mainly intellectual, involving the mind. Learning
how to make decisions, memorizing of information, are exam-

Learning of objectives categorized as “physical™ involves much
use of parts of the body for secomplisi nent. Mental proce

are always involved, but the emphasis is on skill in use of the
oody, Learning to use a tool or to play a sport are examples

of learning tasks which would be classified as physical.

: Typically, learning objectives categorized as “attitudinal’
involve learning to choose to perform one type of behavior
mstead of another, less-desirable kind, Learning to obey orders,
or 1o observe safety regulations arve learning tasks that would

fail into the attitudinal category.
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ta blosk 16

How do T Detewnine the Learning Category That Showld be
Assigined w This Lewuring 0bjective?
@ Assign the learning ohjective to one of the following three iecarning categories:

— Mental
— Physical
— Attitudinal

¢ The learning category may already be available as output from previous ISL
blocks (e.g., ISD I1.1 Develop Objectives). If so, review the previously assigned
learning category Lo be certain that it is correct. If vou disagree with the cate-
gory already assigned be certain that you coordinate with the individual(z) who
made the initial category assignment. Together you should be able to arrive
at the appropriate leamning categdry for this objective.

o If you need assistance in determining the appropriate learning category to assign,
refer to Manual, page [-11.

How and Where do 1 Record the Leauring Categoiy fon
This Learning Objective?
@ The lewrning category is recorded in Column B, Section 111 of the LAR Sheot
opposite the action statement of the learning objective.

[

-
b,
JL ~wdl
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What Does the LAR Sheet Look Like Agter the Appropriate
Leauing Category Has Been Recorded?
EXAMPLE:
ISD 111 Szeoviy Learning Events/ Achivities
LEARHING ACTIVITIES REGORDING SHEET
(LAR LhRrst)
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I-14

There are iy learning subeatevories associntoed with the ST A
They ure:

— identifving ohjects and syvmbaols

= recalling information

lssifving
— rule-learning and using
lecision-making

Lo 115 (page | ions Tor ecnch ol the o ubeuiogarioa,
I noverbs and learnimge <kilis commonly

] iso provides axamples of acti
eiated with feaming objectives that fall into the various leaning subeatesories,

Study the table carefully,

e After studying Table 1-15 vou should have little difficulty in assigning vour leamn-

g ohjectives to a subeategory, [ you need help in making a decision, mateh

the verbs in the learning objective Lo the Action Verbs in the table or trv 1o find
an example that would lit your learmning objective. I you find yoursell completely
uniable to fit a learning objective into any of the given subeategories, the objece-
tive may be incorrectly written, You may need to refine and rewrite it before

it can be suceessfully asen wod to one of the learning subeategories. 11 such iz the
case, be eertain to ceornducite with the individual who originally prepared the
learning objective BEFORE YOU MAKE ANY CHANGES TO THE LEARNING

ORJECTIVE,

L
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@ The learning subcategory is recorded in Section 11

example below for an example of how it should be

, Column

What Does the LAR Sheet Look Like Agten the
Subcategony Has Been Recorded?

LEARNING

ISD 1111 Specify Learning Events/Activities

ACTIVITIES RECORDING SHEET

(LAR Eheat)

B. Look at the
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How do I Identify Appropaiate Leaning Activiities fon
Teaching Learning Objeatives Categorized as Beang Mental Skills?
o For cach of the learning subcategories within the Mental Skill category there is
a set of learning activities which must be used for teaching successfully all leam-
Ing objectives belonging to that subcategory. The leaming activities differ for
the various subeategories. For example, the best method of teaching identifica-
tion of objects is completely different from the best method of teaching decision-

making.

© Fortunately, education research has developed guidolines for the development of
learning activities for each of the six subcategories. The six subcategories are
shown on pages I-19 thru 1-24. For each subcategory you will find the following
inforination:
— The learning activities that must be featured (or emphasized) to train the
objective faliing into that subcategory.
— An example of a characteristic learning objective falling under the suizcategory.
— Guidelines useful for developing appropriate learning aclivities,
— Example of appropriate learning activities for the learning objective used as
an example.

© To identify the appropriate learning activities for teaching a learning objective.
here is what you should do:

(1) Look at the subcategory for the learning objective under consideration
(Column B, Section III, LAR Sheet).

(2) Turn to the page in the Manual (pages [-19 — [-24) that contains guidelines
and examples for developing learning activities,

{3) Relate the learning guidelines shown on that page to your learning
objective,

(4) Develop learming activities specific to your learning ohjective.

e Record the appropriate learning activities for training the learning objective for
Column C, Section III, LAR Sheet.
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RECALLING INFORMATION

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

the use of patterns for organizing the information
to be recalled, and testing of the trainee’s ability
to recall information without prompting,

The soldier will list the kinds of infarmation
concerning aggressor personnal which should be
reported to his superiors,

Guidelines for Determining
Appropriate Learning Activities

Exampiles of Appropriate
Learning Activities

1.

Where possible, organize information to be
learned into a meaningful pattern.

Let trainee memorize each section of informa-
tion until the whole has been memorized.
Test trainee’s ability to recall/recite the in-
formation. Give prompts and cues at first,
then withdraw these. Give immediate feed-
back on accuracy of responses.

Repeat step 3 until trainee can recite/give
information correctly.

1. Organize information to be reported on con-
cerning aggressor personnel into a meaningful
pattern, (e.g. SALUTE — (acronym):

+ S—ize
A—ctivity
L—ocstion

= —-quipment

2. Let traince memorize each of the above six
items until whole has been memorized.

and where he was right or wrong.

information concerning aggressor personnel.

3. Test trainee’s ability to recite the above inform
tion. Give prompts at first, then withdraw the:
completely. Tell trainee immediately whether

4, Repeat step 3 until trainee can accurately recall



DISCRIM

INATING

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

a side-by side comparison of the items to be
discriminated, including pointing out the ways
in which they differ; and practice by the trainee
in making disecriminations.

The soldier will distinguish batween a severe

burn and a minor burn,

Guidelines for Determining
Appropriate Learning Activities

Examples of Apprapriate
Learning Activities

1. Present agparently similar items side-by-sidoe,
en them,

Paint out the differences bewe

2. Present examples of apparently similar itams.
Ask learner to distinguish between them, Give
immedhate feadback on trainee's FESpR0M5e5.

3. Repeat step 2 until trainee can make disermina-

tions with accurance and pase.

1. Present color ahmagraphs‘ of a severe burn and
a minor burn side by side. Point out that the
skin is charred or blistered over a large area in a
severe burn, while the skin is neither blistered
nor charred {or is blistered over a small area
only) in a minor burn,

2. Present other color photographs of both severg
and minor burns. Ask the trainee to distinguish
between them. Tell the trainee at once whether
his rusponses were correct or incarrect,

3. Repeat step 2 until trainee can correctly distin-
guish between both types of burns,

~1
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CLASSIFYING

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

o side-by-side comparizan of the items to be classified,
including pointing out ways in which they are alike;
praviding the trainee with a deseriptive definition of
the class being studied; and practice by the trainee in
classifying.

The seldier will recognize all aireraft belonging to the
United States.

Guidelines for Determining Examples of Appropriate
Appropriate Learning Activities Learning Activities
1. Present apparently different items ~'de by side, 1. Present color photographs of different U.S. air-
Point out the features they have in commen craft side by side. Point out the markings and
{(similarities). other features that identify them as belonging
N iw the U.S,
2. Farmulate a definition of the class based on the 2 Formulate a definition of the class - e.q., all
observed aimilarities. LS. gireraft have markings that look like this.
3. Present items which belong to the class as well 3. Present color phatographs of various U.S, air-
as 1items which do not. Ask the trainee to craft, USSR aircraft, and Chinese aireraft. Ask
identify those items which belong to the class, the trainee to pick out the U5, airdraft. Tell
Give feedback on the accuracy of the trainee’s traineg at once whether he is correct ar
rspOnsa. incarrect.
4. Repeat step 3 untl tryinee can accurgtely 4, Repeat step 3 until traines can correctly identify
classify items. all aireraft belonging to the U5,
1.22 "1
[y
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RU

E-LEARNING AND USING

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

an explanation of the rule and practice in applying it.

The soldier will challenge all personnel dttempting 1o
cnter his sector and will wllow 1o einter uniy those giving

the correet password.

ERIC

Aruitoxt provided by Eic:

Guidelines for Determining Examples of Appropriate
Appropriate Learning Activities Learning Activities
1. Proseot el explam the rule, 1. Ewplain the 1ule - anly those giving current
password ate to be allowed to enter. Explain
procedure for requesting passward =
say CHaltt
chover’ stringer
Ask "Wha s there?” ete,

2. Prosent a atuationdsh i whicli the ruli apiplivs 2. Present situation where rule afaplivsg in de-
aind showe b 1 apphies, Alsn, fresent o fumsive position within designated sector of fire),
Slabione) aowtb ch the rube does not appty, Namue situation fe.g., in barracks o dining
for contrast. faucility) where rule does not apply.

3 Brosent o varunty of TGN, S0Me roguir g 3 Frosent a waioty of situations and ask the
application of the rule s some not. Ask the trannes if and how the rule about challisnging
trarses to rdentify those gy owhich the 1ile strangers applies - vg., does it apply in the
abpilics aned 1o atte bow o apples. G theater, outside militarized sone in the maotor
anmedfate foedback an ecuraey of trenen’s pool etes Tell tramnee if s responses gre
TR Lotrect or meorrect and give reason for each.

q, Reoirat atep 4 unted ot ar all fanee VRSP i, Reovat step 3 until the tramee can cartectly
Are COrriee: chatlengs o stranger most of the time

- =1 A 23
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LEARNING ACTIVITIES MUST FEATURE demonstration and practice in the identification of the
decision needoed, collection of relevant data and selection
uf best passible solution,

EXAMPLE OF LEARNING OBJECTIVE: The soldier will seleet the next positian to which io
maove in the field onder combat conditions,

Guidelines for Determining ’ Examples of Appropriate
Appropriate Learning Activities Learning Activities
1. Demonstrate the following procedural steps: 1. Dumaonstration by the instructor of the following
e . procedural steps for determining the one best
(a) . identification of decisicn necdod . ]
® Nezt position to move to i g combal situation:

(b collucuon of relevant data

{r) iormulation/identification of a number (a)  identification of decision neecled — choice

of possible solutons of next position

() evaluation of cach solition (b} collection of relevant data an terrain,

() selection of the one b solution distance, visibitity, positian of agygressor

SAIper, efc,
(e} identification of at least 2 alternative field
nasitions
{d)  selection of the best position to move to
2. Present a number of problem situations.  Ask z. Present trainee with a number of situations in
thir trainee to apply the procedural steps in which he has 1o choose the next position to
order to make a cecision about the problem which to move. Ask traince to make a choice
situation.  Give immediate feedback on the by applying the procedural steps which were
adequacy of the tainee’s performance of task. demanstrated by the instructor. Tell trainee at
once whether his choices were gaod or poor.
Give reasans.
3. Repeat step 2 untid tramee generates adleruate 3. Let trainee practice process of choosing positions
decisions in most problem situations, and receiving feedback on his choices until
trainee can select good positions consistently,
within a stated time limit.

ERIC
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How do 1T Deterunine the Leaurlng Subcategey fot
Learwing Objectives Categerized as Physdeal?

L@ There are two learning subcategories associated with the PHYSICAL learning category.

i

They are:

Al
= gross motor skill
— responsive motor skill

o Tuble 1-26 provides definitions for the two learning subentegories, The talile also DEG-
ohjectives that Tall mto the learning subcategories. Study the table carefully,

) Tt § 2345
PHYSICAL LEARNING CATEGORY

Detantionys and Esamples of eariunng Sobeategorae

. R I i EINCTE RIRIAMIH .. R “
[ VEAHNING SURCATELTHY I b ”” | Lhiieok [earin iy
EELEETOS FE L S VIR T sty vEn, .
- | - .
Gross motor skl j Tor trave wll or pans of the Cut Using o dndl
hody i order ty pertorm Weld ,
: ' ! - Pt ship’s tnll
el oarhinn B 1LY
Ony ’ Laading o qun
; Splue
Druw
- ! ]
Responsive motor skl co Ter uree o s ol the Ti b vy car wlong i
Loty o s Lo Cgn ¢ Lontrgd
: Y | - A o ann gunnery gt tratking
boohimualiy (',lmt:r;mrj cuey booaleet
af i i G Hulding o course vath g gyrn o
’ © R bate fagnetin compass :J
L. | i . S R

¢ After studying Tuble 1-26 vou should have litle difficulty in assigning yvour learming
objective to a subvategory, 1 vou need help in making a decision, mateh the verbs in
the learniy objective to the Action Verbs in the table or try to lind an example that
g objective into cither of the two subeategories, the objective may be incorrectly
written. You may need to refine and rewrite it before it can be successfully assigned
to one of the learning categories. 1 such is the ease, he cortain to coordinate witly the
individual who originally prepared the learning objective BEFORE YOU MAKE ANY
CHANGES TOTHE LEARNING OBJECTIVE,

|26 R
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How and Where do 1 Recond the Leaning Subcategory?

® The learning subcategory is recorded in Section [II, Column B. See below for an

example of how it looks after it has been recorded.

What Does the LAR Sheet Look Like Agjten the
Learning Subcategony Has Been Recorded?

EXAMPLE:

ISD II1]1 Specify Learning Eventa/Activities

ILAR Shest}

SECTION 1

Harraiathi g Gemiap

-J
2

)
Il
~J
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How do T Tdentify Appropricte Learning Activities fon
Teaching Learning 0bjfectives Categonrized as Being
Physical Skills?

@ ‘There is an individual set ol learning activities which must be used for success-
fully teaching learning objectives belonging to each of the two subcategories
under the PHYSICAL Learning Category. Guidelines for developing the learning
activities are provided on the pages shown below:

= Gross Molor Skill — Page 1-30,

— Responsive Motor Skill — Page 1-31.

e ‘To identify the appropriate learning activities for teaching a learning ohjective
categorized into one of the two physical subcategories do the following:

(1) Look at the subcategory for the learning objective under consideration,
(Column B, Section 111, LAR Sheet).
(2) Turn to the page in the Manual (Page 1-30 or Page [-31) thal contains
guidelines and examples for developing learning activities for that
subcategory,
(3) Relate the learning guidelines shown on that page Lo your learning
objective,

(1)  Develop learning activities specific to your learning objective.

» Record the appropriate learning activities for training the learning objective in
Column C, Section 1II, LAR Sheet.

Déz ki



What Does the Learning Actiuvities Recording Sheet (LAR)

Look Like Agtern Appropriate Leaning Activities Have
Been Recorded?

EXAMPLE:

ISD 11l Specity Learning Events/Activities

LEARNING ACTIVITIES RECORDING SHEET

{LAH Sheei)
RECTION | )
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GROSS MOTOR SKILL

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

a demonstration of, and opportunity to practice, the
whole task/skill.

The soldier will load an M16A1 rifle.

Guidelines for Determining
Appropriate Learning Activities

Examples of Appropriate
Learning Activities

1. Dumonstrate pecformance of the whole task,
(If task is complex or lengthy, break into
parts, and demonstrate each part separately
at first).

2. Let trainee practice performing whole task.
(or practice performing parts of task separately
at first). Give/provide immediate feedback on
dccuracy and adequacy of trainee's performance
of task.

i. Demonstrate steps in loading the rifle:
— locate cartridges
— insert cartridges in magazine

2. Let trainee practice steps in the task. Tall him
at once whether he loaded the rifle correctly.

3 Repeat step 2 until trainee can perform task 3. (If necessary), have trainee repeat process until
weil and as quickly as required. he can do it within the stated tims limit and
can perform it accurately.

Pj L5
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RESPONSIVE

LEARNING ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING OBJECTIVE:

a demanstration of the skill/task by the instrucfor and
trainge practice int performing the skill/task, including
af se

Li5e:

sus to detect clues ta changing parformance.

The soldier will drive a utility truck, 1/4 ton, M151 Al
CFQss country.

Guidelines for Determining Examples of Appropriate.
Appropriate Learning Activities Learning Activities

Demaonstrate whole task, peinting out cues
that initiate and end performance of each
step in task.

Let trainee practice performing task, using his
senses to receive feedback on his performance.

Repeat step 2 until trainee can perfarm task
well and as quickly as required.

Demonstrate driving the truck, pointing out cues
that influence action, such as:

= speedometer
— road signs
— Curves in road
trees and other roadside terrain
lane markings

Let trainee practice driving the truck, using his
five senses to detect cues (hat influence the
action of driving (see sbovel. Trainee must
manipulate the controls of the truck in response
to such cues.

Lt

Let trainege practice driving the truck cross
country until he becomes proficient at doing so

goceurately and safely.

—

O
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P bk 26

Ty teine N

How do 1 Ve f"‘m{m “@w Leawuring Subeategony fot
Leauiing Q{',:.( [avl vgordized as Attitudinal?

= There s only one learming subcategory associated with the ATTITUDINAL learn-
g category. T Cattitude-learning.”

o
b
)

o Tuble 131 provides a definition of the subcategory and provides ex xamples of
action verbs and learning skills commuonly assoclated with learning objectives
that [l into the attitude-learning subcategory, Study the tahle carefully.

Tahite |-34
ATTITUDINAL LEARNING CATEGORY
LEAHLING SUBLATEGURY J EXAMPLES
Athtude ey To exhilnte o pattern of Accept Warking instead of wasting tine

hebavior or of respunse Chonse Compiving with safel lat
L (31T L) A 1 s remqalationg

fwvards sumething Comply with omalying with salety requiations
Keeping bunk neat when gpurtunity
vaIsts 1o keep it untidy J

2 I vou fmd yvoursell unable to (it your iearning objective into the attitude- learning
subcategory see your supervisor for assistance. Porh: ips the learning objective
should have been ecategorized as .\TLE‘(’ PAL or PHYSICALL Or perhaps the leamn-
g objective was incorreetly written. You may aeed to refine and rewrite it If

- stuch is the case, be cortain to coordinate with e individual who originally pre-
pared the leaming objective BEFORE YOU MAKE ANY CHANGES TO THE
LE RNING OBJECTIVE

e The learning subeategory (attitude-learning) is rocorded in Section 111, Column B,
Look at the example on the [ollowing page to see how it should he recorded.

<o
(W
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Column B.

How and Whete do 1 Record the Leaniing Subeategeny

© The learning subcategory (attitude- learning) is recorded in Section 11,
Look at the example provided below to soe how it should he rec mtlul

AR Sheet Look Like Aften the

What Does the L
Leaviing Subcategory Has Been Recorded?
EXAMPLE:

ISD 111 Specily Learning Events/Activities

LEARNING ACTIVITIES RECORDING SHEET

IFETiEON N

Tase i b e

g UHgR Tas jA0,

Prsmnndl {Eaiia

FECTio 0

o
b

O
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drning activities for training the e arning objective in



3 ACTIVITIES MUST FEATURE:

EXAMPLE OF LEARNING “JBJECTIVE:

senviornment in wihieh the traines Lives

and works so that carrect and appropriate behavior is

elicited from the trainee

Reinforcement and rewarding of

all instances of corrac spropriate behavior which the
trainee dermonstrates must be provided. NOTE: An attitude
15 4 attern of behaving or responding, not a mystical set of
the mind. It is more difficult to got a trainee to adopt an

attitude than it is te get him to acquire information or o

skill. “Preaching’ is rarely the hest way of teaching

It iz better to use means such as beh ior

modeling, giving rewards, ete,
The saldier will keep his bunk neat and clean at all times,

Guidelines for Determinirig

Appropriate Learning Activities

Examples of Appropriate
Learning Activitis.

1. State and/or demonstrate appropriate/desirecd

behavior(s).

1. Deseribe the appropriate manner in which the

soldier’s bunk should be maintained.

ERIC

Aruitoxt provided by Eic:

2. Encourage trainee performance of appropriate/ 2. Encourage the trainee to keep the bunk ncat by
desired behaviors Ly using devices such as rote-playing situation mowhich o messy bunk
behaviar modeling, role-playing, appea! tc leads to loss of time, loss of priveleges, loss of
authority, vaguipment, ete. OR, show a film in which a
saldier tidies his bunk, ete,
3. Reinforce/reward inctances when trammee emits 3. Praise the traince whenever his bunk is lo' neat.
appropriate/des havior. o nat reinforce/ Peralice hitn whenever it is kept messy,
reward instances of inappropriate/undesirod
behaviors, On o n, and if relevant, punish
inappropriate behaviors.
1-37
[
PRV



g Sheet (LAR)
LEies Have

ISD U111 Spe-ity Learning Events " Setiyvito.:

LEARMING [ “TIVITIES RECOPDING SHEET

{LAHR Ehesi)

N - —_— . ) _
Hace e Seers : e
) e (10007 "
PR PRV .
-~ B Taa g oy
SECTidN 1
Tace 10f
Pacsns g0 Lrarrning a1t ae (A2t o Ligtpemet D
ATy —

O
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Lie Tmpon L
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g Comment: for Poople
CL ;tcz;mf Systems
v Them?

Development process to work

Aauee vf Pac
‘3 / -

LA C
Lopmest Process?  How 3;

CInstructional Systens
that there be forw
people mvolved in the proce

- cvder for effeetively, it
d and h;}[il\ui;xid comnmunication between the

Al some time or other,
plained about the input that has been provided to vou.
thought that the learning Ux)_}u

as well written as they could |

1= uherative

, Yyou have probably com-
FFor example, vou mayv have
cves which you nepd as input for this block were not

lave bheen, Sometimes, vou may have had to do work

that should have heen performed in previous steps in the systom,

[T IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
TO THE APPROPRIZATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EF! . _: iMPROVEMENT IN THE END PRODUCT.,

1-41



I your research for this step of the Instructional Systems Development process vou
miy also have discovered information that vou think may be useful to people who
will be working in steps that follow his one. If s0, it is equally important that
wople,

vou pass this information on to appropriate |

( REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL
SYSTEMS DEVELOPMENT PROCESS IS CRITICAL FOR EFFEC-
TIVE INSTRUCTIONAL DEVELOPMENT

— —)

° A copy of the ISD COORDINATION SHEET can be found in the hack of this
manual. Make sufficient copies to enable you to send one to every individual
you wish to communicii. . with—plus coptes fur your records,

o Complete the 1ISD COORDINATION SHEET in duplicate. Send one copy to the
mdnadual and attach ove copy to the Instruction Settings Selection Package
(ISR Sh.- 15,

fy
‘,:.1_4—
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JOB AID FOR

IFYING INSTRUCTIONAL

L

Manual

This is the 10th in o series of 15D Jab Alds Tor use in instructional design andd
development, This volume is to be used as a supplement to the primary document,
“Job Alds Deseriptive Authoring Flowcharts 15D 111.2 Specify Instructional Manage-
ment Plan and Delivery System.™  The fowehart document will direct you o specitie

guidanee, examples, and referonces provided in this volume, If you do not have the
primary flowehart document, request it from YOour supervisor,

The wording in this manual should not be canstrued to
discriminate between the sexes. In order to avoid a
repetitious use of the terminology, “he/she,” the terms,

v he,”” "him, " and **his,” as well as “"men,” are intended
to include both t'1e masculine and feminine gender. Any

exceptions to this usage will be so noted.

O

ERIC

Aruitoxt provided by Eic:



W
|
|
i

3

1o biloek

Ja3

o

Aruitex: provided by Eric

E



from bilock 1

ta block §

What (s the Job Adid fon ‘?Ljfleaiuzq Delivery Systems
atll about?

a GOAL

— The purpose of this job aid is to help you apply a syste
selection of delivery systems (media) for presenting ins
This systematic approach to media selection requires conside utu:m, Df Lhe
nature of the objectives: their learning categories/subcategories, learning activ-
ities and instruetional settings. Such factors as equipment. and facility con-
straints, cost of procurement, cost of replacement, development costs, ete.

matic zlp'p'mm'h Lo the

must also he considerod,

= Onee the (‘:m(lirlutv delivery systems have been selected, the management plun
cin be specified. Please note that this job aid includes only the seleetion of
delivery svstems,

|"|"|1

e OBJECTIVES

1y Given a group of learning objectives (I(’”
iies, instructional settings and learning ¢
subcategor: matrix to select candidate c_I«:llVe 3

2)  From the list of candidate dvhvur\r systems, select the one(s) most appropri-
ate tor the whole task rather than for the whole course

NOTE: Do not spend too much time reading or studying this material. You wil! be
given more specific information later.

I (1 %

e Ld

ERIC
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e PRODUCTS

— The input for this block is the learning activities, learning categories, and instrue-
tional settings for cach learning objective. The output, or products, include:

& A completed Dedivery System Planning (DSP) Sheet for each task showing:

ay  ecandidate delivery systems
by selected delivery system(s) for whale task

= Final decision on the delivery system(s) to be used for a whole course. This
decision is recorded in the System Master Plan, which is not “-cluded in this

job aid.

OVERVIEW OF MAJOR STEPS IN SELECTING INGSTRUCTIONAL

DELIVERY SYSTEMS

Step 1. Learning objectives action statements with their corresponding learning
categories/subcategories are recorded on NSP Sheet.

On the appropriate learning subcategory matrix, the criteria specified by
the inputs to this block are checked.,

]

Step

Step 3. These checked criteria are examined in reference to each delivery system
on the matrix to determine which systems meet the criteria.

Step 4. Based on this examination, candidate delivery systems are specified and
recorded on the DSP Sheet. Final selections are made with the help

of management,

NOTE: Do not spend too much time reading or studying this material. You will be
given more specific information later.

ERIC

Aruitoxt provided by Eic:



NOTE:

1.6

O
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WORKSHEET USED
= A partially completed Delivery System Planning (DSP) Sheet can be seen
on pages J-48 and J-19,

— Learning Category Matrices are showii on pages J-50 through J-58.

DESCRIPTIVE FLOWCHART

— The flowchart on pages J-59 through J-61 shows the steps in the use of the Job
Aid for Selecting Delivery Systems. The flowchart will be useful to you in

getting a clear picture of the overall process used in this joby aid,

Do not spend too much time reading or studying this material. You will be
given more specific information lazer.

09
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from bloeks § and 7

What ate the Loawning Catego vy Matiices

slons for the most approprinte

2 The matrices are designed to help vou make der

media (delivery systems) for each learning objective, or group of learning objectives.

o

The items on cach matri~ are:

1) Criteria for Selecting Instructional Delivery Svstome
1) Training Setting Criteria
by Administrative Criteria

¢)  Stimulus Criteria
dy  Complexity Criteria

21 Alternative Instructional Del very Systems
a) - Delivery approaches permiitting the application of all learning guidelines

ed activities) for that learning subcalegory

(sugoe

by Delive

P
=
=
r
o
=
-
=
-
=
o
)

2]

terms used by your school, a glossary of instructional delivery sysi ms

15 provided, if needed, in a later step of this job aid,

e To see examples of the matrices refer to pages J-50 through J-58,

o Note that all of the Criteria for Selecting Instruetional Delivery Systems are not.
Hated for cach subdategory. When une or more criteria are missing it is hecause
they do not contribute to the analysis for that particular subcategory,

10~
J-8 Ly =

ERIC
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Where do 1 obtain Learning Categony Matiices?

e Learning Category Matrices are available for duplication in the poackel at the end

of this manual.

es covering the front and back of two separate
categories are on one sheet. The Lwo physical

@ Note that there are nine matri
sheets, The six mental skills sub
and one attitudinal skills are on the other.

P

o Make seversl copies of each sheet as you will be using them over and over again,

O

ERIC
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teoprmy Dalesci o)

{ 11
Whete can T get the Pelivery System Planning (DSP) Shooets?
o Delivery system Planning Sheets (DSP) are availuble for duplication in the pocket
at the back of this manual,
© Tosee a partially completed DSP Shoot el to page Jo18,

o

ERIC
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What dees the DSP Citie when Scetion I las
been compbeted?

Example:

12 Specity Managrment Plan and Debivery
DELIVERY SYSTEH PLANHING SHEET

Tt e
b RECTiiie | =
o = = i = =
bl e 4l .
SELTIOH {1 A, st bemmimi smemine
BT - - =
T
P i

.12

O

ERIC
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fraem bilaes 11

ow do 1 recond all the Leariing obj

e The learning objectives action

;

statements (do not include condit' .ns and standards)
cian be copled directdy from e Learning Activities Recording Sheet, or any pre-
viously prepared worksheet on which the 1.0s are recorded

o Record all the LO action statements belonging to the task.

Example: P ————————————— —
)k LI L i o
LT Lo T - — — = — =
Hetm = = == =— — S
T e - - T 3 L R . _
o i N }
L’T T I tos : !
. ’ ‘ |
[ I I
Vo L : :
= g Lo j
[ ol
|- N
| I : !
l i [ i it B
i
¢ !

O
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from block 13

de T necond the Leawiing categorny and subcategonry?

The learning category and subeate gory for each LO can be copied directly from
g

@ The le:
i Learning Activitles Recording Sheet, or any previously prepared worksheel
on which this information is recorded.
o Record the learning ¢ category/subcategory for each objective by placing an X"
in the appropriate cell in Section 11 (B). ’
RECTiom s
Example: o S
, £ e _ R S 35
- R . T
[
scromn T — T —
i
T -
. e e
i . .
I A ;
N SR e

O
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from block 14
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from black 15

18

& A lght chees mark [« ] o mate an the maing fo indicaie the entera

Fletunl Anuupnuu .
tpeeched By The instiuchigngl setting snd teatmng sehwines (o0 tha slijeeing

“Trainmy Setting
Listena™  [Learming
Categuey Matia]

% Fur turther guidine, me below

to bh:n:k 17

How do T nrecerd the appropriate trhaining setting
cniterda on Ane matiix?

o In the first column to the right of the criteria for Selecting Instructional Delivery
Systems, you will see empty cells. Place a ‘'/ " (light pencil so that it can be
easily erased) in the cells representing the training setting criteria that must
be met.

s For examplerz (S5ce Learning Category Matrix—Mental Skills, Recalling Information)
- If the instructional setting for the task is “institution,” you might check large
group at a single location, “or individual trainees at a fixed location.”
= If the mstru;t.lonal setting is “SOJT,”” you might check “team setting” or
“small group.’ -
— If the instructional setting is “STEP,” you might check “individual trainees
with independent instruction at any location.”
— If a particular criteria is not stated, it is because that criteria is not a significant
factor for this learning category.,

ERIC
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’V Altgrnative |niliuchinng Delivery Sysiermm
Diiegtusng T ) Detivery
Appraaches

Celivery Appipaches
Betimitting the Applicanon
of Al Leginag

aid Blgarnithm

MOT Fermenng
Cuofpete Apph

catmn of Lisgi i

Plack o 3/ (hght
* i

EsREID b Faaept rizpre
wheliney

BTN CFibEf gy rove)

ing Guadehines
4] Algurithm

Pral fruyt e e

- Bramche g

e @il Cheory

Todowe waltbe Tgge

Pt ot T w iy

Tewrs Lig

Cretr o fiae Sitegn g
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L]

Trainihig Setting Crotenig B B _

_

® Indivrdual Trariee at Fixed | -
Loeattan ;/f A 0x]x [ xx| x| x X x| x
®  lhvichial Toainge eath [nde B0 I T - o -
. pendent lstructnn gt Any ]
Luiabiin J‘ 1 X
& Sl linup o E( 7 R TR
& Larige Growp of Singie Locdton 71 T i ST T
& Team Sefhing [ i RS 7_1
= = — +

# Sue ol Coutsewaire and Spegial
Hurdwiie Oevelopmient

Lucal

| Cential >-J F2R

| Fagmiude ot Acquisiban Cost

Low
High
e e ————

Cumiples:s .

i

-

o
| -
[
-
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from block 16

& A& Lgh, ghech mark 1o ) 4 mads on the maing 10 mdhgale IhE Eiiféfg
wpenitiey by The itburbonal management plan tai thy objetbee

= Fur luiihei guidance, 6% below

to block 18

How do 1 necond the appropriate administrative criteria
on the matrnix?

(light pencil again) in the cells representing the administrative criteria that must

be met.

For example: (See example on page J-20)

~— If you have very limited funds for delivery systems and all your material must

local - under “Site of Courseware and Special Hardware Development”’
low - under “Magnitude of Acquisition Cost”

NOTE: There should be two checks for administrative criteria,

419
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J-20

Example of matrix

with administrative criteria checked:

Responsive Motor Skills

Flierg vineny

Flice g o

I
i
|
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B B ey g g
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ol A1 Lt Gusdehings

Wt Toyn

e T v

anel Algos i him

TR el P g g gt

W K20

- Brarmpbog

P g A v g T g
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NOT
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from block 17

& Al mainret meludn Stiniulus Cofera eacept
Hubrafegary ldenidy Ohgects and Symbnit
(Meatil By} .

Subiatiquiy G Mitar Skillg (Phyacal Silgd
Suln ategaiy Arnisde Liaiimg (A0duide Shiin)

Hegar
Shimntuy Cntera™
[Learmsy Catergiry
[;FHITH

tgaiing diteshies Tud the abpeclyr

® Alehicheek muark § o )i made i ihs
Prative B oahiate e gisteig spetihed by the
= For i (he gudlanie we behive

to block 2C

How do 1 necond the appropr iate stimuwlus criteria?

# In the same column of empty cells used in the last step you will place a /"
(light pencil again) in the cells representing the stimulus criteria that must be met.

® Check the suggested learning activity for this objective, If the aétivity involves
sound alone, consider the choices under audio stimuli. If the activity involves

visual stimuli, specify which visuals are needed. For each stimulus criteria
applicable to the selected learning activities put a check mark in the empty cell,

e Example of matrix with stimulus criteria checked:

jr—
Camplesily Livieia
& [hifiult Myt Acts
= Smouth Matar Peefuimanty ot
End ul Traming Eogwod
Stemulus Coteng ; 1‘ ;
= Vsl Form : : I
Alphaaumeng XX XK ¥ e )
Pietieral Flaie P TR % ~ F
Obeei, Sulid FREERN Y ERERE
& Vi Mavermeni R
shll LRI %]
Full Movemen! ] 2 Txla] € w ”—!
= Auto . T o 1
Varee Sound Hange B ERERERIRE x|
Full Saund Range i 7‘ k‘!f Vl' b4 FOER R
Ambient Saundt ¥ Ixlx ]
& [ther T ) I 1
Tactide Cues [ (] %
us Mution Cues§ &2 A KJ x| | - T
I — B -
4-21
l Y
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from blocks 18 and 19

Comnplesity Ciitero spply oty W ispuimve
Matar shily

Falive ba idicate the Entens pecitied by

Complesity Criterg”
BHING Wil i Hhes alerbve

[Vearniig Caiequey

| Mairia]

= A bght cheek matk (5 | o vade o the
& Fur buither guidsnce. se telow

3]
-
[
%)

o black

How do 1 necord the appropriate complexity criienia
on the matrnix?
¢ In the same column of empty cells used in the last step you will place a “/»
(light pencil again) in the cells representing the complexity criteria that must be
met. (These criteria apply only to responsive motor skills).

e For example:

— Read the action statement and check the suggested learning activities. Decide
whether this is a “difficult motor act” or whether the goal is “smooth
motor performance at the end of training,”” or both.

e Exafnple of matrix with complexity criteria checked:

Lula

Ceritras

|

i

!

!g Magavtuste o Acquisition Cost

Low

High

Camplezity Critenia
& [ficult Mator Acis

® Smooth Mator Pertarmanee a1
End ol Training

Stmulus Criteria

® Viual Form

Alphanumenc

Fictanal, Plaie )
Object, Solid o

® Visual Moveman:

[
W

]
(%]
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from blocks 20 and 21

1o plock 23

What are the alternative instructional delivery systems?

® Look at the matrix for ldentifying Objects and Symbols (Mental Skills). The
alternative instructional delivery systems for this matrix are shown diagonally.
They are:

— CAI (with visual display)

~— Teaching Machine—Branching

— Programmed Text—Branching
—Microfiche with Self-Scoring Tests

— Study-Card Sets with Self-Scoring Tests
— Traditional Classroom

— Textbook

— Chart

— Automatic Rater

@ Listed below is a complete list of instructional delivery systems that appear in
the matrices,

Audio Only Systems
Audio Disc Playback System
Audio Tape System

Audio-Visual

~ Audio Tape With Printed Material
Classroom - Ti:diti.snal
Filmstrip Projection System With Audio
Filmstrip Projec!ion System With Audio and Adjunct Equipment
Motion Picture Projection System - Commercial, 16MM and Super 8MM

Films
Motion Picture Projection System - Low Budget 16MM and Super 8MM
Films
Microform With Information Mapping, and Audio
Instructional Kit With Instructor
Instructional Kits for Trainees

J-23

125




Overhead Projection System With Instructor

Sound Slide Projection System

Teaching Machine - Branching, Still Visual With Audio

Teaching Machine - Branching, Still and Motion Visual With Audio
Teaching Machine - Branching, With Adjunct Equipment
Teleconference System

Telovision - Cable (CATV)

Television - Closed Cireuit (CCTV) Without Feedback

Television - Portable Video Tape System

Carrel - AV Equipped

Carrel - Laboratory

Computer Assisted Instruction (CAD

Computer Assisted Instruction - PLATO IV Basie Configuration
Computer Assisted Instruction - PLATO 1V, Basic Configuration and

Audio
Computer Assisted Instruction - PLATO IV, Basic Configuration With
Adjunet

Computer Assisted Instruction - PLATO IV Basic Configuration With
Adjunct Equipment and Audio

Computer Managed Instruction (CMI)

CMI - CAI TICCIT

Computer Simulation
Computer Simulation - On-Line
Computer Simulation - Off-Line
GAME . Computer Simulation, Solitaire, With Visual Display
Operational Equipment With Manuals
Opcrational System - Real Environment
Operational System - Synthetically Simulated
Operational System - Synthetically Stimulated
Procedure Trainer |
Procedure Trainer - Adjunct Displays and Logic
Simulator
Simulator - Adjunct Displays and Logic
Specimen Sets
Physiological Trainer (Hostile Environment) Visual
Physiological Trainer (Hostile Environment) Surface and internal Senses

Filmstrip Projection System

Microform With Information Mapping

Microform With Information Mapping and Adjunct Equipment
Slide Projector System - 2" x 2

Simulation - Paper

Teaching Machine - Linear, Still Visual

Teaching Machine - Branching, Still Visyal

Visual Only

4-24
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Print Materials
) Case Study Folder

Flash Cards

Printed Materials - Handouts

Printed Materials - Performance Aids

Printed Materials - Reference Books

Printed Materials - Self Scoring Exercises

Printed Material - Workbook

Printed Material - Textbook

Programmed Text - Branching '
Programmed Text - Branching With Adjunct Matenal/Equipment
Programmed Text - Linear

Programmed Text - Linear With Adjunct Material/Equipment
Study Card Sets

Special and Non-Standard Items

N Automatic Raters - Informal Training
Carrel - Dry
Do-It-Yourself Kits
Game-Manual Simulation
Game - Manual Non-Simulation
Game - Computer Supported Simulation
Logic Trainers
Mockups, Panels, and Demonstrators - Dynamic
Models and Static Mockups - Small Scale
Mockups, Panels, and Demonstrators - Static

~ @ Some of the instructional delivery systems listed on the matrices may be unfamiliar
to you or different from the terms used by-your school. Therefore, a glossary of
instructional delivery systems is shown in Appendix A to this Manual (page J-63).
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What is the purtpose of drawing a Line through unavailable
deliveny sustems?

e Many of the delivery systems included on the matrices will not be available to
your school in the foreseeable future. In that case you can eliminate them from

your analysis by marking them off on the matrix.
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® You may have had to mark off several of the alternative delivery systems and are

now wendering why so many that are presently unavailable were included on the
matrix, One reason is to make course development personnel and management
more aware of the possibilities.

While the media and delivery systems are usually selected on the basis of equipment
availability, local past experience, and available production facilities, there are other
important considerations which should be taken into account to make better long
range plans. Technigues have been developed for the projection of procurement
and revision costs in a wide variety of insiructional media. Frequently, there can
be a large discrepancy between the projected costs of an existing or available
delivery system and one which has been optimally designed.

Large discrepancies of this nature can often serve as the basis for management
decisions to embark on a new approach to instruction when it can be shown that
the new approach will have Important payoffs either in costs, time reductions, or
increases in effectiveness. While it may not be cost effective to invest in a new
delivery system for a single course of instruction, such an investment may have a

- significant pay-off over time. Data accumulated through time will provide an

important source of information for management in making better long term
decisions,

New delivery systems and techniques often become fashionable simply because they
are available. In this block, procedures are defined for selecting one or more
suitable media for specific learning events and activities, - By using this approach,
delivery systems can be selected on the basis of defined requirements rather than
on theé%asis of availability or the appeal of currently existingxfads,

fond,
¢o
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to block 25

What is the purpose of examining each .instructional.
delivery system or the matrix?

® Now you are ready to use the algorithm which has been set up for you on the
matrix. As you look at each delivery system remaining on the matrix you will
be noting which ones have X’s opposite the criteria you have checked (/) in
light pencil,

@ The delivery systems which have Xs prerecorded for all or most of the criteria
you have checkea (v/) will become candidate delivery systems. The training setting
and administrative requirements will be the same for all learning objectives within
a single task, or even a group of tasks, but the stimulus and complexity
criteria may change with each objective. It is necessary to note all the X's in
the rows next to your checked (/) criteria in order for the aigorithm to work
correctly.

® Flowchart blocks 24 through 36, which follow, will lead you through the analysis.

. NOTE:  You are to deal with only one Instructional Delivery system at a time as you
work through flowchart blocks 24 through 36

J-29
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very system fon this

sinee you have mare thag one candidate delivery system, you need to make a

further analysis to determine which system(s)

15 most practical in your situation.

A delivery system may be rejected as being too impractical for one or more of

the following re

50Ns5;

Marginal Technical Solutions: The learning guidelines eannot be easily
carried cut with the medjum,

State-of-the-Art: The basic medium is under development or being tested

;

! [
I
|
i
v3t = A

)
!
|
2

and may not be available for practical application by the time il is required,

Size of System: Some media are useful within large training programs,
others are suited only for small programs (and therefore may not be suited

to the size program being considered,)

Interface with Existing Program: Many new courses must be designed to fit

into existing programs, which places constraints on the new courses; e.g.,
equipment on hand, available cla sroorms, scheduling practices, ete.

Time to Produc

Media which require long lead times for development

may not be useful when scheduling does not permit a long development cycle,

Budget Cy nts: While the application of some of the effective
training approaches, such as COTV (closed circuit television), may result in

low costs per student graduate, the initial investment 15 substantial, Unless
these resources appear in existing budgets, the application of these techniqu
to an immediate problem is not feasible.

-
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High Cost Alternatives: The projected life eycle cost of a media approach
may be significantly higher than other equally useful alternatives. Keject
high cost alternatives,
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How 48 the whole course delivery system selecied?

® Having completed this detailed analysis for every objective of every task, you
have arrived at the most technically correct and practical decisions.

® After your supervisor becomes familiar with the instructioral delivery systems
you have selected and your rationale, he can consult with management. Ideally,
your selections would become final: however, the final choice will be based on
a cost analysis and certain administrative factors, irrespective of the technically

® Your goal has-heen achieved when you make the technically correct solutions.
After management becomes aware of them it becomes their responsibility to make
more of the alternatives available in the future.
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to block 48

What is the System Management Plan?
© The System Management Plan provides details of system decisions on how the
instruction will be developed and implemented. It includes:

a)  Instructional Management Plan (See example in TRADOC Pam 350-30,
I11.2, pp. 146 through 161).

bj  Plan for developing instruction.

¢)  Plan for evaluating the system,

¢ For mare infarmaLiQn refer to TRADOC Pam 350-30, 111.2, Specify Instructional
Managemient Plan and Delivery System.

J-46
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i1 arg recioded 3ud submatied 1n

te perinng

What

As ZThe importance of preparing comments for people

working 4in othen steps of the Lnstructional systems
development process? How do 1 recornd them?

In order for the Instructional Systems Development, process to work effectively

it is imperative that there be forward and backward communication between the
people involved in the process. At some time or other you have probably com-
plained about the input that has been provided to you. Sometimes, you may have
had to do work that should have been performed in previous steps.

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.

In your research for this step of the Instructional Systems Development process you
may have discovered additional information that you think may be useful to people
who will be working in steps that follow this one. If so, it is equally impertant
that you pass this information on to appropriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL SYSTEMS
DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE INSTRUC.
TIONAL DEVELOPMENT

A copy of the ISD COORDINATION SHEET can be found in the back of this
manual. Make sufficient copies to enable you to send one to every individual
you wish to communicate with—plus copies for your records.

Complete the ISD COORDINATION SHEET in duplicate. ‘Send one copy to the
individual and attach one copy to the package of D3P Sheets.

J-47
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Appendix A

Audio Only Systems

H‘Hv :

Audio Dise Hwhg\ ‘n, %\utvls - Ang

mon aje th my hz} playe li ihu,.l\, Llpul,l rcqm_;g by H ll:ﬂ,e, UT,
{Rec! tu nvl cartridge, ca .m,PLU’L

Audio-Visual

Audio Tape With Printed Material - An audio system that uses a tape recorder/
reproducer to record sound on magnetic tape that may be played back upon request.
Printed materials such as texts, works wets, PIL schematies, test materials, ete., used with
audio tapes offer a variety of training ;lpp]l( ations.

Cls bom - Traditional - A classroom designed and ec quipped for an instructor to
lecture, lead group discussions, conduct I -per and penci] tests and use instructor con-
trolled audio-visual aids.

F}]I‘ﬂ%tl‘lp Projection System With Audio - A sound filmstrip projactor represents a
family of audio-visual devices using single frame visual filmstrips with sound on magnetic
tape or records. Visuals and sound may be manually or automatically synchronized, or

be completely independent of one another, Commercial equipment options include front
or rear screen projection, remote and stop action capability, and cartridge loading models,

Filmstrip_Projection System With Audio and Adjunct Fquipment - A system for
presenting information via a filmstrip projector and synchronized audio tape or film
sound track. The use of ad unct equipment with the' AV media provides the capability
for w variety of “hands-on™ training tasks to be performed.
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i Super 8MAL |
I commer-

ilims -

A motion picture projection e nally prepare

cial 16mm or = omm sound motion §

meture films for triining, Appropriate 16mm or

SN projector and projection screen are included,

e Projeciion Svstem - Low Budget 16M01 and Super @ IM Films -

sund motje:

A motion picture projection system implying the use of localiy produc Jd s
pieture films for trud ]

but often lack the pro-

ng. Such films are aceeptable for training,

fessional quality of commereial films. Appropriate 16mm or S-8mm projector and -
{ 3 I I prog I

jection sereen are includod,

Mierofs With Informnd The theoretieal conliguraiion

ol a training svstem to support indi
an information map format. o microform pre:

matruction composed of microimuagery in
ot

Qpe I G cassette and an

cotor, an mudio

awdio cassette playback unit.

h Instructor - A teaching kit desiened for specific subject area

Instructinonal Kit W or
a varied or multi-level teaching

nstructional support. Kit allows the instructor to us

propriate visual aids, audio tapes, modoels,

sialedy appreach o mstructon by including ap

charts, demonstrators, reference and Lost materials.

,,,,, moed for stucder .
that contains all materials required for a segment of instruction. Kit may contain pro-
grammed instruction, audio visual m: terials, tools, materials, typical samples, reference

materials, and testing materials ag appropriate,

Instructional Kits for Trainees - A modular instructional kit desi

Overheud Proj tion System With Instructor - A system consisting ol a horizontal
stage projoctor designed to use a verlical throw for focusing an enlarged transparency
image upon a projection screen. An operator is normally required to change the
trunsparency and fumish verbal commenta Y.

1] n System - A system for presenting information to means of
an audio tape and a series of synchronized projected visual slides. The use of adjunet
equipment allows the system to be used in support of “hands-on’ training.

sound Slide Projecti

Teaching Machine - Branching, Still Visual With Audio - An instruction device com-
Teaching Machine ng, St ) uction d 7
» multiple choice programmed instruction frames (still) with synchronized
cquence, and display program frames

posed of large stey

sound and a manually controlled device to seloct, s
in an order dependent upon the traince's last response,

Teaching Machine - Branching, Still and Motion Visual With Audio - An instruction
device composed of large step multiple chojce programmed instruction frames (still and
motion) with synchronized sound and a manually controlled device to select, soquence,
and display program frames in an order dependent upon the trainoe's last response,

Teaching Machine - Branching, With Adjunct Equipment - An instruction device
composed of large step multiple choice programmed instruction frames (still or motion
with or without audio) with a manually controlled device Lo select sequence and display
program frames in an order dependent upon the trainee’s last response. - Associated
with this equipment is a second picce of equipment, such as a mockup, which is the

subject of instruction and is operated according to instruction teaching
machine,
J-64




onference Svstem - A telecommunication svsien that allows audio and visus]

twias um.' communication between twe or more remote focations.,

svstem offering selective, multiple
mlrans. A twpical svstem consists

ul amplified signal
also he generated

Television - Cable (( ATV - A hyhrid COTY
y mming to cable network |
stem for the master station and rel
mming may

channel, encoded progr
of a signal receiving antenna
channels via area substations to svstem subseribors
and transmitted between substations offering multmlv nplmn for conference or training,
voand control of viewing audience,

Pres

Programs are cncoded for privec

e lt vision - Closed Cireuit (€ T \ } \hthm P Feedback - COTY without feedbnel is
Fonde (Fiani=sion ay-tm Jor miages and sound using a coaxial cable distribution

sem, System (iv wn mcludes one or more Auzlma or control roons, o signal distribu-
wpLon dreas equipped with

al distribution cables terminating in re

Coaned

Hron centey :
receivermaonitors. OfF air, ive or video taped Progrims may he used.

Television - Portable Vi iieo Tape

1 w~lwn I8 [ ..h "

Svatem - A low cost vuh 0 tape recording and

T GO =L 0] o

. 1., 1T
!,(HL“:U{ [

LwWo mumlw vidicon cameras, small scan video tape recorder (B&W) and a4 monitor
rw-mwd_ Immediate arca programming «nd open hroadeast reception and recording is

[\] v ‘i RIE

standard,

Carrel - AV Equipped - A small enclosure or alcove incorporating a desk used for
o with audio and visual materials and supporting cquipment,

individual stucdies, stpplic

Carrel - 1 - A orporating a desk, to be ta Ll

by one or two trainees and e lnppttl wlth i cwl nf spoc 1:1! tools and matoerials for
out i hands-on learning event, [t may include audio-visual systems,

(‘nmpun'r \%%i%tt'(] in:t'rm Lian ((‘\[ - f\ fvrm of lncln,rl(llldlm‘d mstrur Lion Hml

e «:vpt 51[1(]( nt. rvr;mnhuh, mm;(ie }{nuwlt;dgu LJI r

(;ﬁu,lt»h, (mcl s.ulm:t suhsequenL lézn’ning

events,

(nmpuhl Assisted Instruction - PLATO 1V Basic unﬁgurLUBQ - An individualized
vslem h(‘m!‘ doeveloped by the University of [Hlinois at Urbana-

rinals, a communication network, a central com-

computer based teaching
Champaign, and includes up to 1096 t
puter and the author language TUTOR.

: Configuration and Audio - System

Computer Assisted Instruction - PEATO [V, BB

includes basic configuration of PLATO [V plus a Tundom access audio playback system,

Computer Assisted Instruction - PLATO
ipment - Includes the busic Lerminal with e

Computoer !‘w%x‘twl Instru( t;

!,qummvnt, and. ‘\L

ot
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alion ahout the student behavior from Leriminals og-

whivvenent, The deon o,

o ofdme aind oy }um mformation ‘I};nH‘ Vi

uctions fos changes which are indicnoosd by student response amd may droy o e

aoar adtomatically evele him e o higher TeADONSE CXerijag,

- . N H R, < !
by Mirre nrporation coeed o ST

A svstem e

L ANSrHe o cropEovne

wiach van both

compuier Sunulation

Sotriinee station equipped with o COIPLLET P eprm-

i HUH' - JI
chorhe s nce Gperaies i direct mierfuce with the computer s piart ar the

prodvan Toops By his s, (he e determines his aliowable PUTTOPNe e parinel ors
simulated,

Te b oMl OF Dis inpis Hpon the system being

A trainee station cauipped witl o comimiter tormg-

;:Uhl

sunulation i
nee Lo seloct o znm}mt{l Almulation prograni, enter his own varinhiles

ri'w:s,tv}': ]H’l‘)""%'-i");f) ard o the simukaion (o determine the performance of “he simulated

AMatemounder aovariety of conditions,

\Ix\ velileag,
mmputn W »1‘1 Vis Lml attachments whoere

ngh- p' l\t roand ;

thv (Unlmt 1< 1 rl\n amic model of some real world sVatem or event,

Operationgt h;l'imm nt With Manu: ils - A unit of operational u;uxpmvni being used
WUNPOaea with it upporting technical documentation such
May be an elecironic black

for mstri -pon

as operator’s guides, maintenance manuals and parts list
hox, rifle, or truck, Usually associates with mdividual memg leading to team training,

dem - Real B ivironment - An operational system used for training

Operational
ack vehicle, I’Lirt task, in conjunction with or inde pendent

stueh as an ajreraft, ship, or 1
of normal operations. A performance aid is inhevent in trainer us Ao,

- A deviee, machine, apparatus, or

s condition or conditiong of an operational
stem, but will fune-
srdance with

Operationa) System
Paper mode! that synthiet fon ally reproduce
system. 1t may or may not physically reproesont the operational
limr»lly nlim- ian un!nnlu al or erew o practice operational tasks in ace

ed - An operational system that is used

Operational =5 tem - synthetically St imulat

for training 'b\: interfaci ing mpiﬁ'ﬂ ipments in the form of tapes, black boxes, or com-
puters. Such input i'qlli'pm(‘nb present programmed data 1o the operational system
allowing it to be used for training or evaluative burposes. May be used for part task,

full task, substeam, multi-team ¢raing g or combinations thereof, A performance aid

s

inhere qntoin trainer us HILIAN
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nie basbware designed for
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SRR FECE P i vy e Lo s nac o b
. [ERENIEE S I ] Tvily [RS DR R
t H - . -
it L N S M R TA T E PR TRRNEPINTIR SRE MR N ah
T N
tiihateer LR R A 2 P R E R

Alnulates e

S G Tt Qe SVALCIS 0F porhions Thereot, amd swhiel

stirnyon. trpaeriniend SHTHIE

u;ie*;‘.ifla).’}.‘gi L R R R R AR il’l aoirinmy

1 h«-('u.’i]:"r—, S

T el o Thve dnbiinesriinese e Deerformene o oy vpelaa vt

b desidned Pesity, mulii-lenm

CUPIe L ayatem, May

Lrnir e o combiniaiions thereat,

sinubior o Adjoet D viaond I,upr - Trammy hardwore st s desicned spociti-

cullv for ey Purposes to sunulate operationa o ftipment 2ysteins or portions thoreof,
and which simudites he Operational enviromment inoa training situation. When operated,

o hecomes wodenamie medel of e Appenridice Gid perfornmanee of ﬁ!*ii‘f'lﬂl aspects of

Hie operation:] cgupment System. May he desiened for bart sk, fub

tr-teny,

Bt mudt-teant trainimg or comhbinations there ol. Adjunet (315;3]:1\‘». :mfl

may
melude seoring attachments, adaptive control. automatc demonstrations, enhanced dis-

v, autonmated briefing and debricfing ciapability, automatic cone hing, remedial exor-
clae preseriptions or follow-on assiinments,

Specimen Sets - An instructional kit cont: aining smples of siimlar items, heuids
or materials that may he tested or evalug ated for identification, quality or type,

Ih\wuln;;n al Trainer {Hostile B nvironmmen; ) Visual - A trinning device desipned 1o
place controlled stress on the human visual systers, rhmwrh the tise of nhysiologically
and/or psychologically adverse or low threshold visual signals, to enable a truinee (o

learn to funceiion in this adverse CRVIronnent

al 8
signed to provide the cutaneous, kinesthelic cand olfactory
with xﬂl\’ﬂulﬂgl( ally and/or ps ‘hologically adverse sigials, to enable o trainee 1o
function m adverse pressure, temperature, pain, or disoricntating motion environnients,

e Fnvironment) Surface and Inte

1565 - A broad

10T

Visual Only

"'mmp Pre; 10n System - A single frame projector or attachment therelo that

rip format and project the filim images Upon o viewing screen,  See:

copt
Hnuml Films trlp Projection System.
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1 With Inform ! v, such s microfilm, vsed as a
medium of introcduction with the lgmht m] reg unrcme!nt that euch block of mh
hp f-]p;;rly i(ipntifjg(j as introduction, overvimy, ( (,Lw'mht, index, and other
, and that each type nf information lu* ;mkltmmd in a standard location
mthm Lha nwdium format,

rmation

Microform With [nformation A lapping and Adjunct Equipment - The theoretical
configuration of a tr svstem to support ndivie
microimagery in an mfurnmtmn m m format, a mie roturm projector, and a pww of

alized instruction t-umpnvv(i of

BIOK Nt =teh as o mockon, whicl

liary equi

“3111{(‘ Prnju &
will aceept
SCTECT,

X 27 A el of single fran. Oieture projectors that
27 slide and project the contained image upail a4 viewing

haracteristics of a
ngs, and lists of per-
dion s presented

the system, change
ges in thu performance of the

: { { B R IR H(‘Li ”rnl;‘l 1. L
actoeris Ll(x un:or L‘pm'ifm'i t()nd;[an% Thisg m,fnrrr‘
;uvh a w;lv that the Lr:unee

aysty 1.

Teaching Machine - Linear, 8till Visual - An individualized instruction systen. com-
posed of a fixed lincar sequence of small step programmed instruction frames (stil

and a manually controlled deviee Lo display the information.

Teaching Machine - Hnnchmg, Still Visual - An indi
mposed of large step mu

dualized instruction system
Itiple choice programmed instruction frames (still) and a

manually controlled device, to select sequence and display program frames in an order
dependent upon the trainee's last response.

tailed background information on a problem
n‘qmrmﬂ H dv on ¢ pldn uf Lutmn tn be read hy the traince prior to his (1) making
On on huw to resolve the issue, and (2) participating in a critique on various solu-
Linnc’; Various forms of folders are used in support of such methods of instruction as
the Case Study, ]n( ld(‘nt and In Basket metheds of management and’ les adership training.

a decis

Flash A set of cards designed to be used by an instructor in tront of a group
of trainees to (ir‘lll the group in the recall of me mory type information.

Printed M
a stude

terials - Handouts - [Handouts are a class of printed materials issued to
nt for his use and retention Lo augment regular instructional materials They are
usually instructor prepared, machine copied materials of e or two pa wges highlighting
specific topies or updating existing materials,

Printed Materials - Performance Aids - Performance aids are a class of printed
materials that aid in job performan hy pmvxdmg data that should not he committed
to memory, such as (hDLl{IlSL routines, tables, equipment test tolerance m atrices, and

the like.
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Reloremee honks are o class of printed materials

i

wid information such s dictionaries, eneyvelo-

elerence chuares are o cliss of printed material

Prin Iui Aaterin

;\1: Inr] 1”\ L (RN

seally digptay taed tooadentily ceriain facts or for back-

sreund mbormation. Included are data charts, schematie diagrams, topographieal maps,

aned the ke

Crels

':'1;11':« s 11 Acoring i 5 - =l scoring muaterials include exercizes

<t conjuietion with standard curriculum, programmed instruction or
s scored by ke

111((

COr MUrs sense materia

svdepe The class includes elecirograph

or compiiiter, poneh

1
oand other mechanien! seore mdicating e uipinenis, chemically
ity of

col prolonged scoring procedures,

seored matenalz, efe that have the capal providing near tmmedinte student feed-

Buck without the us

Pru ed Mate il - \‘\un\hnul '\‘\'mi{'mr‘iks are

Printed Material - Texthook - Tes areo o eluss of printed material dealing with

i :%'l,lh)('( i of htud}z infended for use at o specifiod fevel of instruction apd used as a

principal source of study,

- A printed text containing frames of information
‘ming the information, organized in such a way that

Programmed Text
and multiple chotee qu 3
the trainee’s choieo of response directs him to remedial frames or advanced material, as
appropriate. The material s carelully sequenced, tested, and revised to ensure that a
specific student population will achieve stated hehavioral objectivie- with a predetermined

level of success,

Material/Equipment - Used with adjunct

lable,

materialy or m'u pme nt, a wnlc‘ Lm;y ul tmmlrwj d[) lication is ava
Programnied i R
frames of informat in L}‘w fm’m uf ({uwa!inn-% rvqui'rin_g the trainee to construet
asimple written response, which s i The material is carefully
cnqumwml tvstmL ;mf! re \nawi to ensure Hmt ii,, f H“l!!l nt ;mpul ion will achieve

Lo an mcilvn!u al ﬂtmlvnt,
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SPONSS rating

2 gaming approach
e feedback upon

Special and Non-Standard [tems
Automatie Ruatery - Informal Training - A ol
lovices used primarily for informal re i mg. ‘ ]
5 used Lo offer multiple choi Immaedi:
answer choice selection is mven ff:sr'm uf right. wrong, or item seore os wirll s
cumulative score
T R S A PR B pi} Tiitean et Vo fii‘il\’!&i‘.l;'j
10y ::: UM en
ini: instructions and material
training following

L
M1 S

s - A type of structional kit contain
ers practical

5

Such w Kit offer
sterm, and i

Jiged 1.
Yoillidl.

romds

product.

for f_ihf .;Img a usabl
theo=etical training.
DA Gt fnelney LTS
the contest is a dynamic mud 1 of some -
ing techniques.,
stem, and

governed by rules, wher
played without the aid of a computer using g
Any contest between teams or individual pliyers,

S0arie el

Gan

me - Manual N ma%‘imul:tnm
I by rules, where the contest 15 not dynumic model of some rea)
n - Any vontest, coverned by rules, between

"] u,

maele

LA LE ST
dynamic
culations e cessary for th

L ;
7 =
Loplaved without the aid of a computer
9 aomputer Supported Simu
teams o individuals, where th contest 1s
acomputer is used in performing some of the
tae model as in computer supported war gaming
A class of trainers that synthe tically allow electronic, mechanieszl,

[

of EIY
15 conceptual system logic training without the use of actual hardwire,
aid Lh;lL allows
¢, stepsy

Or sp

Tr

Jyn: UﬂlL‘ = A visual training
3

08

Lo

fiuid, or gaser
‘\inckup% Panels, and Demonstrators - D
an instructor to demonstrate ﬁ’ldﬂlpUldLl\!(‘ principle, movement in time
training aid buill

of a procedure, linear effoct within systems or changes
It may be a solid or cutaway model

5 i condition of equlpmc‘ni ar

A three-dimensional t
i presented,

systems through one or more operating phase
1 ar Ltopographical

e

sLitic Mo
enting operational equipment
embly by which spatial and/or s sequential relationships are re

Static - A Lrumm, aid used to demonst
stem by a visualcognitive
aidys invlude cut-

\l 0 Ine lu(iw‘ ares Invout models, recognition mode] sels, and Lerralr

Haenled

wl D monstrators -
real ar

(mnpmlrmn or function of an object or 5
Such non-mavine
5, ele,

models,

Mockups
relative shape,
process performed by the traj

models, diagrams, blow-apart hardware displays, ot
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JOB AID FGR
REVIEW AND SELECTION OF EXISTING | jATER: -

ISD 11,3

Manual

This is the 11th in a series of ISD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary document
“Job Aids: Descriptive Authoring Flowcharts ISD 111.3 Review and Select Existing
Material.”” The flowchart document will direct you to specilic guidance, examples,
and references provided in this volume, If you do not have the primary flowchart
documen, request it from your supervisor.

The wording in this manual should not be construed to
discriminate between the sexes. In order to avoid 3
repetitious use of the terminology, “he/she,” the terms,
“he,” “him,” and "*his,” as well as ““men,’” are intended
to inciude both the masculine and feminine gender. Any
exceptions to this usage will be so noted.
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What s the Review and Selection of Existing Matesriials
g
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Job Adld all about?

s GOAL

L4

il

The purpose of this job aid is to help you evaluate existing materials in order to
determine their usefulness in your training program.

Since the cost of developing new materials is so high, your goal is to rc

many ‘hese can be incorporated into a new

S|

sting materials as pe

course just as they are, or alter revisions have been made.

OBJECTIVES

1. Given a set of o

isting materials, analyze the materials to determine if the

materials, parts of the materials, or revised versions of the materials will be

useful for the instruction vou are developing,

[

document ]

DX

I =

"R

This job aid will result in a list of al]

L

UCTS

[

. Given the appropriate worksheets and instructions for filling them out,
taaterials examined and the outcome of the examination.

existing materials which have been con-

sidered for use in your course development activity. Each item of malterial is

evaluated us to whether it should be accepted or rejected for use in your course.
If the material is to be accepted sugge
Each item is thercfore classified as:

1)
b)
¢)

accept for use without revision

revise for use

b~

g
ot

-y,
-

stions for revisions (if necded) are documented,



e OVERVIEW OF MAJOR STEPS iN REVIEWING AND SELECTING
EXISTING MATERIALS

Step 1. Identify potentially useful materials from sources such as:
a.  references identified in the job aid (listed on Reference Review
Sheet A) ‘
b. DA Pam 611-11 or 611-12
supervisors

o
d.  other subject matter experts

Step 2. Obtain refe ences _
Step 3. Identify and record specific items of material identified in the references
Step 4. Examine each item of material in terms of how well it matches with:
a.  trainee characteristics
b.  learning guidelines
¢.  proposed delivery system
d.  proposed management plan
Step 5. If examination indicates material is useful but would require revision,
consider whether revisions would be less costly to make than to develop
new material.
Step 6. On the basis of Steps 4 and 5, above, determine and record whether
items of material should be:
4. accepted as is
b.  rejected completely

¢ revised—specific suggestions for revision are recorded

7 K-5
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— The tables on page K-7 thru K-10 are sam ples of Reference Review Sheet A
(front and back) and Reference Review Sheet B (front and back). The front
side of Sheet A and both sides of Sheet B have been filled in to show how
the forms look when completed,

e DESCRIPTIVE FLOWCHARTS

- The flowchart on pages K-46 and K-47 shows the steps in the use of the Job
Aid for Review and Selecting Existing Materials, The flowchart will be useful
to you in getting a clear picture of the overall process used in this job aid. A
more completely described flowchart is provided in Job Aids: Descriptive
Authoring Flowcharts, (1SD I11.3 Review/Select Existing Material).

16
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Table K-7
Completed Reference Review Sheet A (Front Side)

ISD 11 3 Review /Select Ezisting Maternals

REFERENCE REVIEW SHEET A

{RR Lhent &}
MOS Cose_ [T [ L o Date f//f‘;;f?? R
Sl tovel [ o You Nt SEC Tohn Scoppa.
Imtructian Under Devetogment | g g of ,Ngkliyi*! _ o
SECTION t Auny Helerenees i N
Prewent Army Conrwlsl 01 any) ngbgfn 5-'{"1; fﬁ?_ Iﬂ {:a_n ff_j»fﬁfgﬁv . O
Army Hilerences to e Esannnsd Comments
devee Cuows UA Ban 301 21 ' o ) -
Tain, TDamw mag T N T - -
Podew ot UL Ainy Mor o Bar o0 DA Bas (0B L
Bitertfrone Foinig by T, g0 SOH Do g MR, Perimngt Auiy, Hesgtae {414 r;hgi_k*:é St
USRI Borespunaence Cyiitet UA Fron 141 [ 38
Bt gty of Tecins s Mgty 182104
Babbgramhy uf Pt Manualy TMI18 7
TLE Mamar )
Indireer Firc Infanteyman-AZo-2¢a-5/67 out 2F prias
| Battie Frald Surpival Tegha gues = H 70 3jy06-3927
s N - - T
SECTION 11 Heteiences frm Other Services 1o b Eeamined ; —_—
H Commenty
drelat vt et Cute Ao boie Mane | ho, 1385 v 8234
Catafey of Nevy Training Covrses = AMVEG TR /03ge ]
Marihe Lorgs FormafYScheal f:;r;laz =MCo-PIsoy i1aF
Aarine Corps Thstiters Handbws $Mep “PISEe I H
o T!('}F:Jrlii Citheer Baletrnoes o L..m:-.;n - Crmmisnty
('3 Goveemmams Flm; 7 I’f{*quj of Mition Frericag _

wod Flmzor as
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K-8 .

Tahle K-8

Blank Reference Review Sheet (Back Side)

Anterences o b Easmersd Cummsnts
b —




O

ERIC

Aruitoxt provided by Eic:

Table K-9

Completed Reference Review Sheet B (Front Side)

ISD I 3 Review /Select Existing Material

REFERENCE REVIEW SHEET B

(RE Shest B)

[ N Y R

Mos cuke (9 H e owe yJa0/78
Skitl Levmt_ [ e, YourName SEC Tohy Seoppa.
Cul 1 Cot 2 EC‘?' 3 Col &

Hrlkrenges (frum RH Sheat A) Matefialy (2 g mame, pumbser, et ) Faming Cimmenii
n Oepik?

DA Paw 35420

DA Pem 156- 2

DA Fam (o0g-1

DA Pem 35074
jm -y

Tm ¥ -2
TEC Hanvdd

VH7T0 - W40-3747
NAVERTRE to5e0
Heo -Fisee F
HNeo- B s8¢ 1y

V3 Gowr Ffems

Combat = Fortidied freas H3p-17%
Ths Rifie Compeny, Plavtn: et Spoeay Bood

Haw bu Uix & Compess H53-332,

NIJA" F]jlﬁij] TE-‘;“‘F""H:—.S TE 7-4iaf
The Army Pathfnder TFE7-9/97
 omd Navisakisa E-J Terrais Fearorns
TF 7- 924}

o

o RN <=

Apae
LYLEY

[Mapg Readiny FM 21-2¢ ¥
7§§'§Jr§p§,;; Sjﬁbdé FH 21-12 1A

Tntroducion tu [and M.x.;.j,-y'*!m 7
T30 &9 Le1v -1

Lame y
Celestial A!:_«vw’m”gw/! ahdss A3 | Y
[rell Tasrmnter Lrarin H&0-S1E Y

Stuwt Drypee Ceawse HET. 5/ V]

Ba#leFHratd Survjval 150-227. L1060 1Y

s et m s e e - - O

Out - of - prig+

[ N T Ay
-3

Lelvpt -
Fejeut

L\ZEEP'#

fevi e

BeLems

Fewidg .-
F2jeut

Fejeef
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Table K-10

Completed Reference Review Sheet B (Back Side)
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from bilock 4 and &

i
Meiity the Typs ol & Typei ol iiiruchion mdy mélude
Tuztruchon You Heer & cumplaie rendent cuure ahe up more mydules
Heen Astgned ty 3 CoHEpoAdente tourte a8 TEC tesson
l Develup i G iHoee IEmang £
L‘\, S e # For lurthes quidance, e belusy

[

to block 7

w&y L8 the type of instruction important?

® Prior to the actual identification and examination of potentially useful items of
instruction material it is important for you to have a clear picture of the type of
mstruction that is to be developed. This will include such things as:

a,
h.
c,
d,

£,

A list of the tasks to be included in the instruction

Job performance measures (performance descriptions)

Clearly stated learning objectives for each task .

An understancing of the entry characteristics of the student population
What delivery system(s) is to be used for the instruction (e.g., lecture,
demonstration, TEC lesson, film strip, ete.)

=

Ste.

e After identifying the type of instruction that is to be developed and obtaining
a clear picture of what it should include, you are ready to begin searching for
materials that may be useful, with or without modification, in the instructional

development process,

1:1; K-11



from block 6

©oAay !

i .

[ - —

4

L Hetie i = Fagmipde WE betiw,
*OHH Snest & .

L

£ Hame
PO LEert e

] b ton U Qegn g .

ts Blagk §

What does RR Sheet A Look Like when Ldentifying
Lnformation has been neconded?

Example:

ISD 111 3 Review /Select Existing Muaterials

REFERENCE REVIEW SHEET A

wOs Code /T H L L e N /A ) B
Shilt Levat [ [ Your Name SFC Johg Scoppa,

Tiny Relmanims =

Instustion Under Develosment L g ad Mae, {&Titv for Infan fry
REETIONTT

Frmiant Army Couofeetsl G any!?

Army Haterenoem to b Eaamined

Crnmienty

T T e 0 R
Cudkee gz T TS

g1

ang M Ty Beipeegt Ay Fagaor e a0
HES SRR EA

Ol Macas TMIDGE

SEal Managl TR

LI -

>

"
—_—
Mot

O
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frovm bilech B

ideity gl Hegusd Name & AT the GiEtRT [onE tase Taid g rug b Dar el s
o1 Emsting Aring Luunelad Hoan, ian

tar the Taski ¥ou Wh ue R .

T = Fui snaigly jer tafaw

Tidis

{Secnin |, RH Sheel A

I

to block 10

—

HRLINT FRRNEE.Y

ab Legieny e anted

What does RR Sheet A Look £ike when the name(s)
04 present cownsels) 45 neconded in Section 17

Example:

"o

15D I 3 Review /Seleet Exizting Materials

1
REFERENCE REVIEW SHEET A

{HR Shest A}

oo 194 e o )78
Sedl Lowsl _l’ .

Instruetmn Under Development L_g_giﬂg,“?g#‘aqsfpg,_zifgﬂ#p?msi

. You Name SEC Tohn Seappa.

ECHONT  Army Hetrronces

et Army Cours) O ayl Combat JANE oF e Soldics

TomhEnTS o

Ay Ean

VA Pam 3407

[ERLERIR TR TP RUTL S 1 ; {1A Pamy T0H L

e Formal Sohani Tramag e [T

aid MGtary Feivgnret Avmg Hogeoa o0 15104
USAH Conmpunitrnee Cuws DA Fym 1506
Uit aphy af Dechineal Manaals VL0 4
Hhagraphy b Freld Manals  TMI102

FEE Manndd :

i

g

Had



tram blogk 9

tyHewoid Qi ]
| J

= HH Sheer Alnciudes stanitard Aamy reterenies that should be esaminerd

Heleren .
Htenr = Bty sdibtinngd sunces il SERTLpHATE Aty Matenal ae adited b Secinn 1 ol

o 1HH Shent A
= ot bely  lestilyang ansd setunding sdibunal suneces ot Ay mateinal

|

I

i

E HH Sieet A
[ i

o

ta biock 11

How do T {dentify and necond Anmy reference materials?

e ldentifying Army References Materials:

There are standard references that should be checked in order to identify
ited to the tasks to be included in the instructional material you
ection I of the Reference

nined, Other sources

material r
are developing, These references are shown in S
Review Sheet A, These references should certainly be exa
of potentially useful materials will include:
Instructional materials used for other Army MOSs which may include tasks
similar to the ones for which you are developing instruction. Check with

personnel working in these similar MOSs to identify potentially useful

material,

HN

b. your supervisor, peers, or your own past experiences.
o Recording Army References:
= Space has been provided on RR Sheet A in Section I for recording other
Army references, If additional space is required use the back side of

RR Sheet A,
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What does Reference Review Sheet A Look Like aften
Aimy neferences have been recorded?

Example:

ISD III 3 Review /Select Existing Materials
REFEREKCE REVIEW SHEET A

moscem_ [ 4 J U - L / J 2k /7 ] A
St bl ___ [/ e . _ — . Your Name SFg Joha Scespa
Urstar Davsiopment_L g5 .4 Naviqation for Infantvymen . ____ S

SECTION i: Army Rslarsness
Prosant Arery Counsals) Ut any) _ Combat Skifls of +he Soldiay

TN — F;um; Schaal h;jm% ot DO Creilian ar;'d'i.%-huwVFnirunnEf &iiny Aequiabun 341 9
USAF1 Conespondence 04 Pam 350 6 ST
v of Techineat Manualy  THII04

by af Field Manualy  TM310 7

IﬂdJE’Ef Fu‘; iﬂfé‘“fffﬁﬂﬂ - ﬁzé,‘iii‘ﬂ@j
| Badilefiald Suevivel Techargues - HTO-4%0-4737

SECTION 1| Raterencs lram Other Servie To b Framns

Oreupatinnal Speciaity Code Ao fuee M
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from block 10

Qhizn UA Fam B1T 11 ' = D& Bam &1 11 growages fecematy wlormahin o convering Aring MOS%

DO Ocupening it v Foree. Mavy, sttt Marine squivatents

Lanssrsin Tatie | ® UAPain €11 11 reptaces 0A Pam 61117 11611 11 1 ot svadtabie,
j DA Pam £11 17 2an be usad
;I ] = ot luithet eaplangfion, we belive
i
to blogk 12

What s DA Pam 611-11 and where can 1 gind Lt?

e The Dot Dcecupational Conversion Table is a compilation of all enlisted occupa-
- tional specialities in use in the Armed Services, arranged under common DoD
occupational groupings and a numerical coding system.

e DA Pam 611-11 Department of Defense (DoD) Oceupational Conversion Table is
available through your supervisor, MOS library, or school library.*

Why s DA Pam 611-11 impontant?

e If un occupational specialty appears under one or more services, you can be
' certain that those services have an appropriate training program for
that specialty.

® If training programs exist for that specialty, then training materials also exist
for those programs. :

Training materials that other services provide may be of use to you, therefore,
DA Pam 611-11 is important.

*DA Pam 611-11 replaces DA Pam 611-12. 17 611-11 is not available, DA Pam 611-12

can be used.
K-16 1 E'f;‘
Y Y
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from block 11

Ences Horw 18 Lrw
_ OAPRmEll 11

Guagige an Uping L
f1A Pam B11 11
Detembei 1977 Varon

Fat quittara » v using DA Pam B11 11,
ek TeEhmui nutes ot beqining al
gamphtet

1 = ey
= @ & =



from blocks 12 and 13

Examing DA Pam 61111
T8 ldennfy Any Ssrvicels)
With Oecupstianal

Speaatty Smilar o
Army MO5

to hlogk 15 °
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from bilock 14

‘
!
l
1

tir bliseh 15 to blosk 17

What does RR Sheet A Look Like when occupational
S) ety codes forn othen servdces have been

A
necohrded?

Example:

—rFyran < AL0 LA 5/07
coeie Dwrvivel Tchaipues - HT7w W90 -3727

| SESTION 1T Hetrrencrs bom Cther Servers ty fe | s R
! Lot
Ceiupbaal Ty Lede Anboe Al e e FEET 0 Mee G 31 )
|
SLCTION 1N (ibe

A
LA W

O
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Whewe do T find the zg/eiﬂugv*
with sdmilas oceupational s

o ldentifying References from Other Armed Services:
A partil Bst of standard references from other services 15 provided below:
SOURCES OF TRAINING COURSES AND INSTRUCTIONAL MATERIALS
Air Force

Extension Institute Catalog and Guide, ECIRP 50-1 Extension Course Institute

Adr University, Gunter Air Force Station, Xlghlmm, 197=1,

Instructor’s Guide to Survival Training Films. ADTIC-FUB-G-111. Arctjc -Degert.-
Tropic Information Center, Air University, I\ia\well Air Force Base, Alabama.

Mather Air Foree Base Learning Lmtv Catalog. Headquarters, 323d Flving
Izamuw Wing, Mather Air Foreo Base, California, 95655, 1973,

=

'SAF Formal Schools ( 'lm dog, AP'M 50-5. Headquarters, U.S. Air Force,
\\, hington, D.C., 2033 19743

NOTE: Additional Sourees comprise USAF Study Relerence Lists, Specialty
Trainimg Standards, und Career Development Courses,
Marines

Basic School _Extension Cataiog, Dircetor, Extension School, Education Center,
MCDEC, Qu: ntico, Virginia, 22134,

anal School Catalog. MCO-P1500.12F, Headquarters, United
Corps, Washington, D.C., 1973,

im‘s \hnm

Marine Corps Institute H; indbook (12th Edition). MCO-P 1550.1H. Director, Marine
(ﬁr[;‘s Inaututv. Marine Barrac ks, Box 1775, Washington, D.C., 1973.
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Navy

{(Vols, 10, and 11, NAVEDTRA 10500,

Catidog of Navy Trar g Courses
[‘1()1'1['1 32508, 1971

Chief of Naval Edur

cducaiion and Training Support, Pensacola
Educiiiion llltl;%;[lt,l’ la,

atalog (Hevision No. 1;. NWC-TP-1784-REV-1. Commuander,
oo, 1971,

sumentary Film
I Weapons

Cuwn Lake, Californin, 935

Catalog Series, NODC-C-1. U.8, Naval Oceanographic

i 1lms on Qveanopraph;
Data Ce nter, Washing ft(m 1.0, 20390, 1“Lm.

‘ilms Available Through the External Relation
L

TG-533A. Commarider, Naval Air yote
Vitention: ;\,IF’.-‘:()ilAl, 1966,

V\Ithrurn Pie ‘ture Catglog of I

Whaet does RR Sheet A Lock Like aflen references
from othen services have been recorded?

Example:

3;"71;‘{1 fe-
Eettle Faid o

BPLTICN B Haeterer ey Tiius Gther Seiviost T de [ enone
Ab ;ij;*? v fEes e ol
!

fz‘;tgf-n.ls of Nﬂ.h«“ Trmﬂmj Iitfn!"’jsj f’\v’f?lf'
N Mar e L?Pj ,F;n»,,g/ el G p i “f .

i
\[:-:'
o
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LS SIETIN R 1]

Lqom

o ldentifying References From Other Sources

Aopartial list of references ront oiher sovrees tegs dovernment, civilian, ofe)
5 provided bholow:

]

T

OTHER DERAL GOVERNMENT SCURCES

Tl

Educitional Resources Information Center (ERICY, National Center for Educational
Communication, 100 Murviind Avenue, sSouthiwest, Washington, D.C., 20202,

National Reteyral ¢ ‘vnter for Science ane ‘whinology, Lib: wy ol Congress, First
sid Indepondonee Ave nue, Southeast, VWV nhmgt(m o, 20510,

Report Bibliog raphv. Defense Documentation ¢ enter, Defense Supply Ageney,
Cameron %Lm(m Al sanaria, Virginia, 22314

and ¥ xlmjn‘i,

ernment Filne: Ay iitillug of \Iutmn P ( ;
tuhilication No, 70-1.

L= G
Nitional \uhnn

the National rhc) Vistal Center,
Nationl .\,rvhnu‘ Wast neton, D

1

m
wl

sOURCE

D""‘

OTHER GENERAL

rr

Directory o " Bducational Information Recources.  Com Information Corporation,

Now Y'»"I'{i 16571,

[3acunient Reproduction Servieo (EDRSY oo Inforre.tian Producis,
Hughy Avenue, Bethesda, Maryland, 2001.1,

ERIC Clearin SOLEe on L(ill(_dleﬂ;ll Meodia im(! Toc hnuln*f\' Institute 1 Com-

munication Resoarch , Stanford Umw‘rsn\,f Stan| ford. € llllfmml 913006,

(Voll 11 Instructiona Mateiials, Fishir Pub.
do, 1971,

Etieator's Pupely; I Miste
lishing (o, Inglnwnmi (sl

5,",“' I':(il,{i’i'l_lriunifllﬁ \IiliLrlilt 1970, Citation Press, Noew York, 1970,



What does RR She Look £
A

ot A
from uLh@i ousrces

Examyp .=

AECTION T Heterenvicy frore G,

ftern the n

{he af

have been igau&dgdf

{ a=d Fileasreips
i

1! - BEATIDIM TID D0ther Betersm oy fo tat | oagitninsd
A1 va‘!—fn-i‘*1g-ﬂf Ei fems é‘?

&fﬁi/u} af MHeren F-azh,«rggv

= ‘Lﬂl\,.-\'

K-23






trorrgt

How do T cbtadn the materials fuaem an exis Tig
course for this MOS?

e Materinis may be obtained throush your supervisor, MOS library, or school
library,

2 Obtain all thy materias e, textbooks, films, tapes, graphs, ete.) rrom the
course and hold for further evaluation,

e Remember, the purpose of this job aid is to:

Retain as many existing materials as |-

@ Thus, the best place to start is with material that has alread

v been used in a
course desiined to train soldiers for this MOS,

1u3

ERIC
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teobitocks 20 and 21

How do T obtain ALL xeferences recondod on

RR Sheet A?

These references may also be ebiained through vour supervisor, MOS libr
school librury,

Some references may be more casilv obtained than others. For rotanee, yvou
should be able to obtain Army references in a short amount of time. References
or other sources may take  ngor,

from other services

Obtain all those references that are available i1 a o qniable amount of Lime
(e, 1-6 weolks),

e
v "
-

o
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T A Look
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Example:

ISD T3 Review Seleo! Existing Mater

REFEREHCE REVIEV SHEET 8

CoLt

w7 A
el Lmgt S/
T
RAGTRL A R 0

AL BRI )
o,
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,—“i?r-gsﬂ 3g/aw B
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What are "appropiiate” cniidie. I
Look them up?

= Appropriateness of Entryv:

-7 Appropriateness of the entry s based on the deseription of the material that
is giver in the catalog.

Irvorder Lo judge the appropriateness of a piece of material from the deserip-
tion given, ask yourself the following types of questions:

by From the desc

ription given, does the piece of material seem capable
of conveving the information that vou need ta teach one or more
tasks it odr course?

For instance, suppose the MOS is “Military Police,” then the following

description of a film may sugiest a piece of material that initially

steims appropriate,

I 19-1806  Military Police Suppert in Amphibious

Operations (B&W—14 min—1953) Depicts the duties and
functions of the military police in support of a com-
bined amphibious agsault.””

2y From the description given, does the piece of material soom to zero in

an uome aspeel of what peedy to bo oty

zht in your course?
For insance, does your cc

3
i

irse need to train the skills with sheet metal?
n the following description of a film may suggest a piece of
miterial that initially seems appropriate,

“MIT 55-8525  Machine Methods of Forming Sheet Metal

(H&W--20 min—1955) (Adopted Navy filim) How Lo curve
sheet metal and shape curved parts,™ :

O
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“ Check the front of cach catalos oy guidel

311 the material relates to equipment., from the description given, 1 the
eauipment currently inouse in your AMOS2

- For example: If you were reviewing a
which expliained } 10 Use of the manual iuiflmff mace hmc J‘](i your
learning f}ll‘:i"\'ix\'{';, specified the “ae of the electronic cale uliator,

then that particular picee of material would not be suitable,

‘) From the description given, does the picce of material require equipment
that you know will nol he ,wuLll)lv for training?

For example: You are developing a course Tor a lab technician and
the material includes a specimen of o particular virus, which must be
viewed through an electron mie roscope. Such microscopes are unavail-
able, thus you cannot use that specimen,

"

bl

@ Use of Catalog:

Since each eat; 1lwf mdex may differ in the way ot is set up, there are several
ways of looking up aute: 2! in which Vou are interesiod,

% on the use of that particeular
citaloe

150
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frorm bloos 37

What does RK ,
potential .(tems o

Example:

Sheet

15

i
J‘

5D 1L 3 Beview “Select Exizting !

REFERENCE REVIEY/ SHEET

(R Sheet

Lovk Like aften e 04
o4 maternial are necorded?

MUE (Geonn

S3all | menl

/9 4

/

The Bifle i“lﬁ;?l—@] Plarasms, and Zpords Bl /

(a1 - ol F T 4
Heferer . thogn BB Shest 4) Huaterily a2 g name ngmiles el HRTTE
03 Fae 25428 { -gFHL);* " Fgﬁ»,zf—m,( f?reaé H,@ /41’
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s black 28

How de T obtadi the matesial ne ronded 4n

0p RR Sheei B?

2 Material

e Some material (e.g., Army material} may be easier to get than others,
all material that 1o available within a reasonable length of time (e.0

Joo

K-32
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§ may he obtained through your supervisor, MOS library, or school library,

Obtain
. 4-6 weeks),
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In your rescarch for this step of the Instructional Systems Development process you may
have discovered additional information that you think may be useful to peopl. who will
be working in steps that follow. If so, it is equally important that you pass this infor-
mation on Lo appropriate people,

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL SYSTEMS

DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE INSTRUCTIONAL
DEVELOPMENT—FOR SUCCESSFUL MISSION ACCONPLISHMENT.

A copy of the ISDD COORDINATION SHEET can be found at the back of this
manual. Make siifficient copies to enable you to send one to every Individual
you wish to communicate with—plus copivs for your records,
Complete the ISD COORDINATION SHEET in duplicate. Send one copy to the
individual and attach one copy to the worksheets you used in this job aid.

K-45
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MICROCOPRY RESOLUTION TEST CHART
MATIONAL BUHREAL OF 5TAMIARDMS
STANOARD REFEREMOGE MATERIAL 10104

(AMS] and 150 TEST CHANRT Ho

o
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PET pane

How do T scan the

o Scanning Mo,

— Material should he quickly looked over to determine whether it, in fact,
matches the description given in the catalog, For example:

n said the item of material explained how to

i the material and see that what the particular

deseribe how o well-tuned engine should perform.

al and what the material actually does do not

Thus, this material is of no further use to yvou,

Suppose the catalog des
tune an engine. You quick
item of material really does i

—- Material should be quickly looked over to see whether it is out of date. For
example:
1w care and maintenance

The description of the materis] says that it teaches tl
of equipment has

of a particular piece of equipment. However, the piece
been sufficiently updated so that the material is now out of date. Here, too,

1o you,

the material is of no further use

and yet, enough

o Seanning material should not be a very time consuming proce

to hold the material for Turther evaluation,

!i; 1
'—»!J_I
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What does the RR Sheet B Ppaok ile o foa T Lo
recorded the answer to whethew €. mateiiak
sShould be examined (n depth?

Example:

W

ISD HI 3 Review Selest Deisting Blateriai
i

REFERERCE REVIEW SHEET ©

Mg e (G 1/ . vae  ff/da] 7§

i | et 7 S SFL Tshka ;’?";éfi}jﬂ_
[T [T B qr Lot 4
Hofurpeirs frois HiU Sewt Al HRna Ry pare bunder en trammd Eaminenn
e Dwpath
E TR I Crmbar m Forsidiod Arens Hi;j-fff A7 Sut s af - genr

Th= LY F s fﬁr’!"ﬁjix?, Pli*ﬁf}q:]g P ;’,bfg.f‘; L4
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B AT S R S Y

[ teor gov when examdning exdsteig materials

o When

. sting mat il whether it 1 a complete course,
part of 4 course, or perhaps only 4 visual aid from an eXI5LLag COUTse, Vou want

to Judge 1t foar

camining a plece of

i

Aulnes the in

] : i younder development. This
judgment is based on data already collecied during the 15D process. I this dafa
s nol available to yvou, vou may have to do a little research on vour awn aid
relyoon past experienc - in order to imake a judgment. Specifically. review the
matterial to see if it iy consi:

tent with the following factors:

Dy Characteriztics of your target population
9

31 Delivery svstem

4 Management plan

ERIC

Aruitoxt provided by Eic:
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Hints for an Tt mminat
Lo Bezare to look ot vach picce of matenal with reference 1o all Tour judgnient

]
Guwtors pre s Trmes Characteristics, Learning Guidelines, Delivery Svstemiz, ad
Mansgement Py at the sam

DO NOT review muaterial first with onlv one factor in mind {e.g., trmnee
characteriztios) and then oo haet ;

s reeres oy The e riog el it

for the other factors, This is a waste of time,

1

Remember, vou want to make the most officiont use of vour time and energy
200 You may want to make o cheek-list for ench picee of material to keep track of

whaot vou have seen ravding how con

Bstent it is with e four Mciora,
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ate some gucdeldines for meviewing material?

revicwing material use the following guidelimes,

Is the material consistent with charaeteristics of target populiation?

a)  Administrative requiremn

ents which involve personnel compliance with
lations and states. X

. Fhe trainees’ rank, security clearance, time
FEIINING I Service, ofe. may exclude them from Usting certain materials,

by Physieal requirements which include specific skills and general fitne 35,
meluding age, sex, height, color perception, night vision, ote, required
for materials under review,

¢i Academie requirements which include educational or aptitude con-
siderations, prerecuisite training, English language flueney, math skills,

reading comprehension, ete, required to understand materials under

PevTesy



GUIDELINES (continued)

2} 15 the material consistent with general leaming guidelines which should be
features of zll instruction®

a) Infufm th tranee of the objec t;\. X

The trainee must be told specifically what performance will he expected

he trainee must be told specifica
of him at the end of in =0 be told under vwhatl con-

0 struction. He must »
ditions and to what standards he is to perform.

b)  Demonstrate the desired behavior

The material must help demonstrate to the traines the exnected porform-
ance, For example, if your instruction under development is related to
the task, “Use a lathe,” it is not sufficient to give only a verbal description
of the pe'rfnt’maﬂc chu also want to use visuals to demonstrate “how

Lo do it ”

¢} Provide for _active practice,

prmml"' when leaming physical skills the trainee must engage in active
ce must be provided under realistic co ditions, using
on the job,

practice. This prac
the same tools/equipment which will luter be available

el

to the trainee,

Fecdback is infoimation which the trainee receives after a performance,
It tziis him how correctly he performed. Feedback can be natural,

(Le., observing I oles made in a firing target), or artificial I (i, instructor’s
comments).  Feedback js usually more effoctive when given imm edintely
after performance.

*NOTE: May not apply when you are reviewing an isolated picee of material, such as a slide or
chart, ete. In this case cheek to sce if the material could be made consistent with these puidelines,

K-39

\I;ﬁ‘ ;;)

ERIC

Aruitoxt provided by Eic:



feonti ged)

rial consistent with the dediven svsteny sneciiied Tor g roetion

H

A 1= the mats
development?

Uil

chuddes il ihe Lpes of Tacilities and cquipment which
: ! b b s

IS E R

The delivery svs
herves hoen gpecifiod for the 1y

o

develop. Examples of delivery svstems ineludie:

I s st

1) texts, lectures, demonstrations

by programmed lests (branching ar linear)

] computer-; Led nstruction

dy  simulator with tutor and e
4 Ix the material consistent with the management plan for instruction under
shevelapment?
chedule the presentation of materinls

Management plang are designed 1o 3
do not mateh the management plan,

andd activities, I the existing materials
wgement plan can be revised to T e

Cmiberil s,

ustally the m:

k=40

O
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o There are three posscbhle catecortes mto whinely o

catedories are;

HE! ACUopt s 1 Tor e
2y Reject as bemg Huapossibic or pupricties! for gae
i Rovise for tae

shattatlon o cilegorien:

D] Aveept
Materinls which can be tsed as =0 Bevimse they are consestent with

the four evaitatyon Detor-,

ey }(‘e:{n-i'i
Materials whiel are not-eould not be ninde consiatent with 1he lour
evaluation luctors. The reasons they should not be revised are
that they would lose thedr instructionad value, or that if would be
less costly 1o produce more appropreste material,

) Heviae

Most materials will Gl into this catepgory. The decision Lo revise
materials is reached by asking the followine questions:

) Cann comething Be o deleted Trom Qe naterind Lo iuake 10 more
apprapriate?

b)) Can something be added to the materul to make it more
approoriate?

¢l an sametinng be deleted and something else be added to make it

more gappropriate?

ERIC

Aruitoxt provided by Eic:



o 100015

VAL material be in ouse for a fong time 5o that cost of revi

are justified? (Sometimes Jous than perfect materinls culd be
retained as s because revision costs are not justified),

¢ Wil the physica! condition of the miaterials withstand revision?

momay hove been cut and spliced 20 muny times

completely worn our,

It is olten ensier (o change the delivery system and for management plan if they

do not mateh mutterials, than to ¢f

7 Rerord vour docision to aeo el reject or revise the item of material in Col, 1,

nnge

sy
the

materials therselves,

RR Sheot B

(Front)

L Coolr Lihe I have neconded

et on Myeud

Fage

Example:
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) RLPRLGLY COmMM Lt fok people
ok in.] wr othey Stens ¢ \ the HLL{‘ZLLC(J:(_(_Haﬁ SUSEems
devedopment precess?  How o T econd them?

o In ovder Tor the Instructional Svstoms Development procogs (o work effeetively

it soimperative that there e fory
prople involved in the process, AU some Ume or other voq have Prabyhly ¢on-

plained about the input that had heep provided 1o you. yy other times, 7'1.’”” Moy
have hidd to do work that should J1s, ) '

] iu!ﬂ,‘;ggglqy;uirummuniuilt.liim bogween the

qe heen }H‘l"ﬂ}rm("(l in l;;ﬁ.vinlls sleps,

PIPES IMPORTANT THAT YOU FEED THIS INFORMATION BACK 70
THE APPROPRIATE PEOPLE SO THAT REVISIONS AN BE MApE 10
BEFFECT IMPROVENMENT IN THE END PRODUCT.
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In your rescarch for this step of the Instructional Systems Development process you may
have discovered additional information that you think may be useful to peopl. who will
be working in steps that follow. If so, it is equally important that you pass this infor-
mation on Lo appropriate people,

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL SYSTEMS
DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE INSTRUCTIONAL
DEVELOPMENT—FOR SUCCESSFUL MISSION ACCONPLISHMENT.

A copy of the ISDD COORDINATION SHEET can be found at the back of this
manual. Make siifficient copies to enable you to send one to every Individual
you wish to communicate with—plus copivs for your records,
Complete the ISD COORDINATION SHEET in duplicate. Send one copy to the
individual and attach one copy to the worksheets you used in this job aid.

K-45
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JOB AID FOR
DEVELOP INSTRUCTION

ISD 111.4

Manual

This is the 12th in a series of ISD Job Aids for use in instructional design and
clgvelopm@m, This volume is to be used as a supplement to the primél;ﬁ dmuanL
“Jobh Aids: Desceriptive Authoring Flowcharts I1SD [11.4 Develop Instrutr;-tianf‘r’r '];hi‘!
ﬂgwchartrdogrumem will direet you to specific guidance, Examﬁleg md rE’?f(‘rI:E!]Cé";’i”
provided in this volume. [f you do not have the primary ﬂc:wéhaz:t, 7cimzu1:ﬁéntr )
fequest it from your supervisor. ' S ’

discriminate between the sexes. In order to avoid a
repetitious use of the terminology, “he/she,” the terms,
“he,” “him,” and "his,”” as well as “men,’” are intended
to include both the masculine and feminine gender., Any
exceptions to this usage will be so0 noted.
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15 the fjob aid forn Developing Instruction all about?

GOAL
= At this point all available off-the-shelf materials have been selected and included

in the instruction under development. Now you are ready to complete what-
ever instructional materials are still needed to produce the desired résult with
the trainees—the attainment of the terminal learning objectives (TLOs).
The main goal of this job aid is to assist you in producing training materials
in the following media:

* audio-only

@ audio-visual

® written text
A secondary goal is to familiarize you with the ways in which the various
production personnel can help you in your efforts. '
This job aid does not cover;

1) Every type of delivery system ,

2)  Guidance for the preparation of user instructions
For this information see TRADOC Pam 350-30, Block 1114, Develop Instruction.
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1)  Given a list of learning objectives with their learning guidelines and activities,
delivery system and management plan, and selected existing instructional
materials, conduet the following activities:

1) determine resource requirements

2) sort objectives according to media

3) develop first draft of materials

‘1) use formula to determine reading grade level (written text only)
5) revise reading level if necessary

1)  the type of instruction being developed

2)  successful accomplishment of development procedures for the particular
type of instruction.

PRODUCTS

== Use of this job aid will result in the production of first draft instructional
materials in one of the following media:
e audio-only
e audio-visual
e written text

and a completed checklist for the appropriate media.

MAJCR STEPS IN PROCESS

1)  Determine resource requirements

2) Sort objectives

3)" Select media and develop first draft materials -
audio-only

audio-visual

® written fext

4)  Check/revise reading level of written materials

-
"
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* WORKSHEET USED

On page 1L-8

you will find an example of a comple
Checklist,

ted Instruction Development

e DESCRIPTIVE FLOWCHART

== The flowehart on pages 1L-62 thr L-63 shows the major steps in the use of

the Job Ajd for Develuping Instruction.  ‘The Mowehart will he useful Lo you
I getting a clear picture of the overall process used in this job 2id. A more
comypletely deseribed flowcehart s provided in Job Aids: ‘Descriptive Authoring
Flowcharts, pages 1,23 thru L-13.
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ISD 1114 Develop Instruction
INSTRUCTION DEVELOPMENT CHECKLIST
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What are the ustwetional needs and how do 1 cdentify them?

e The inputs of 18D, Phase 11 and Phisee I, up to this point will tol] you what is
required feom vour instructnon—what needs o e trained and how to trajn it
For example:

Learning Objectives (1,05 1ol Fotspecifically what content must be covered,

LO group letters and sequence numbers tell vou how many modlules, chapters,
Dlacks, ote, of instruction owill tuke to cover this rontent.  (Although the L0«
should be considered “final” 1t this point, it is quite possible that you may

uping el sequencing decisions when You actually get

AL Lo revise the

Ao producing the instruction),

Fest items will ot vou know how the objectives are to be tested, both bhefore.
aurmg, and sfter instruction,

Learning eategories and 1he corresponding learning activiticos will give vou q

sreat deal of specific information us to the form and format of your instruction,
Fhe management o and delivery system will ot you know cxactly what medin

foEe ad how e manage the overall course of mstrietien,

She selected oxisting matorinls show vou which parts of the instruction vou .,

S0l e 1 devalop bisea acdeqquan e materind iy aready available for Uiose
Lirts,

C:‘
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° DEFINITIONS OF RESOURCES AND COST FACTORS

— Equipment
a. Instruetional equipment includes. any item or combinatjon of items ysed for
instruction, Some examples include media hardware¢ —projectors, sereens,
cameras, simulators, trajners, aids, ete.

b, Support equipment includes any item Or combination of jtens needed for—
but not actually part of—instruction, Some examples of support equipment
are chairs, desks, typewriters, filing cabinets, and mobile POWET Unijts,

~- Facilities
An instructional facility is the physical complex in which instruction s con-
ducted, or the physical area which provides for the direct support for jpstruction,
Some examples inelude” classrooms, lahoratories, carrels, or special-purpese areo-
such as aircraft parking and run-up ramps, pole-climbing areas, or Site-Jevelopmeny
areas,

— Manpower

Manpower includes all personnel required to accomplish the missions and work-
loads. Manpower requirements for an instructional system jpclude instructors.
administrative personnel, curriculum specialists, writers, instryctor SUpervisors.
media speeialists, graphic artists, print specialists, TV prodycers, phgtggraph&fﬁi,
audio producers and technijcians. :

— Costs

Certain costs are associated with each resource, [n determiping financig]
requiremen:s for equipment, facilities, and manpower, congider three types

of costs:

(1) Cost of Acquiring and/or Developing the Resources, This includes
acquisition costs for instructjonal equipment, Support equipment,
facilities, and the design and development of Courpge materialg and

ERIC
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o Mede speenlist cConanltant o M Apectalists OlTen o S e

nrediin center personnel. The modin apecindial vanaliy Rnowledgeahle oy

R fileviag posbihibiine

mEe IRy N

chiracteristios, feasibility of different media for virions HI-0 v o
Prrposes, medin production costs, use of hardware d e mpuanying soft-

ware, ad Jocation o8 media software tre: Olmea, telovision e, ot

cncwrde variets 3 osubjects The media specilist nuty be particuliry

boeful s helping to find exasting materials in the content areas, The miilin

seceladisn also should be able 1o provide valuahe AUfeathon- b (ore thye

docelopment of firs Jdeadt materialz hos begun to save hoth time ind noney,

Uoosinee o drce portion ot mvedia presnduet ions tatipdly

Giraphie Artiy

artst

ms, or piefur

some artwork inothe form of pruphs, charts, tdiay
e anuther media professional whose asastance will be valuable, The graphic
tions of differem

tist can usually be called upon to do a variety of illustr
ces from small pamphlets 1o large poster size artwork.  Most artists also
can produce varnous woand stvles of printed lettering, The graphic arist
also probiabl can advise or give suggestions on the most effective way 1o
vistalize the instructional message,  Usually an artist is ahle of

sketehes i rough form which wil] b quite suitablo for (he production of

{

fest deaft maternds,

Urimt Speeps The print speciadist i skilled i the develo HTLe I, ATrnge-
==. . [ S 4 i

ment, wd production of o owide varieny of print materials ranging {rom
* F A i £

pamphlets and Lo hures to hooks, Thi print specialist can wssiat in deciding
Bow Lo reprodue e amounts of materind as ceonomically as prosathie
vithout undue sueriiee of suadity, He will advise on the feasibility, cost,

anc preparatem of varous tvpes of artwork in either color or black 1 Wit
Fosoneral thic porson should he consulted on anyomatter involving the pro-

duction and duplicanon of printed materids,
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W wirde variety of

Photors

pleture taking assignments and s versatile in developing wed printing piletires,

done in the darkroom rather th
foiy P

Much e ative photogranhy i

theretfore 18 ans 2

an with the

Palrcla e ortionn, Gieviian

e helpful ta show the photographer an

it with the photographer. It would 1
actual example (from a puast prodiction or magzic e rdetures, ote b of vhat

15 Nes o

The audio producer is responsible for producing

Audio Produ
and studio recordings. The producer knows

audio tapes, au

whiat microphones are sultable for different applications. The audio
producer can assist in all production phases but will he most helpful in
preparing the final integration of the production where the narration, music,
and other audio sounds ur - combined. The audio producer will make certain
the audio production is crisp and clear with no unnecessary background
noises or static and that music and voices are veell maodulated,

4
Viiiaid

“Technician, The (electronice) technician is a specialist in the repair and
maintenance of electronic equipment such as audio consoles, video switchers,
cameras, and tape recorders. The technician repairs equipment and s
familiar with the reliability of different makes of audiovisual hardware,
Before purchasing equipment, seek the technician’s advi It could save
need] ]

expense later on. The technician also can familiarize Lthe instruc-
tional designer with the operation of production facility equipment. The
technician also may be versed in the development of new equipment and in
the reliability and technical problems with differ ot mikes of new *‘state-
of-the-art” equipment,




O

ERIC

Aruitoxt provided by Eic:

i

Before heginning 1o develop instrocjon soimust knose exactlv winl wiien
loarning obiectives 11,0357 vou

salile that sonne ot
. . nd Material=, which are
perivctly adequate, as is, for trining some of the Tenminl Lf.-:n'nm_iz Objectives
CPLOs) I 500 separate those TLOS from the ones for wisrh vou must still

shell nuterials were locatod

e materi

dievelop mstraction, or for which only o few useful parts exis

Uoalice

as, vLe, The 1L 0 tor which Vot
lw sl mlciv until the u)'.il training pro-

e v 1111 llz- ml crpuiate mstriction may
uram 1s put togeiher,

Thus, vou now have two groups ol objective

Group A =Those for which ade uate

structional materials are already availabloe.

Group B--Those for which no, or only partial, instructional materials are availal,le

[t may be necessary o separ o some learmning objoctives from their termin
lerarning uh]( ctive 1 the event thal existing materinls are avii
the 1L0Os ane

ible for some of

,i.,); LALUL'; .
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LeE, Ity

Coireulars] lesson modules, ctel (Progranined In:
fepiiires o very apecind tepie ol writing skills and is not inels i
) . , .

o7

Hlowevier iy of the :

to the writyg of Progrommed

-y

-
s

Hothe delivery system is similar to one of the above vou may group the objectives
with the similar svatem, Otherwise, Pl ther Ter »Other.” This job aid will

be useful only as a guide to the general principles of instructional development,

[t ean not be used a procedural guide.
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= Remeniber the

Littions of . it

SUCe Lere 15 e Vicloos, SO VW Loy tpae [(:(‘illlqu]e‘a ot will Himulaie tho
A0 s5eqsio

Nt
sound effects
- dramatizations
= elifforont veless
= changes in piteh, tone, and mtensity of voiee
= paeing

y

However, do not overuse o technique, Afier vaeparing 2 seript take it to the

audio producer for his advice on how te vike it taost effective,

For example of what the 1D Checklist Joaks ke when techniques wsed to

stimulate the audio senses sre selectod and checkod, see page L8, Note
section 1, number 1,

I"’fs, .
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11 Loss of time to the cour
21 When lesson materials are {oeed i

ol sulTicient ing

2 When writing

the right side of the SCTIPL conlains

The lefi side

Direetions

Include any special directions on

the el side of the script, These

dany ather outside sources which

will b added ta the fingl 380,

o For example of what the 1) Checklist
seript in the correct format, relor Lo prage 1,8,

ERIC
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[y 1ot sopite o

could be music, sound effocts, ar

ne each fearning objoctive

(U omiteriads have hoen teated I

the final version of 4 seript, use the format shown helow,

|

wdlo se

cloud of o exolanation o

1ol o S S AN T RN TR Tot

NOr two vetsons:

Swriter and the student.

B
COA T Y S

formation,

all of the spolien narration that s

Format for Audic Script

Narration

Write the audin that will b oroag AT S T

side of the scripe,

Alsa, write any special directions for the narrator [N

this side of the seript, Foy uxample, e rhimges in
bace, tare or intenditvy of voice and indicate tieig o
brackets | .

THE SCRIPT TO BE READ |15
WRITTEN 1N CAPITAL LETTERS,

=

ireetings to the nan O a0l written in loveer cose

lottors]

looks like when yau have prepared o lean
Note Seetion 1, numbor 2,

clarify

<eF Vo eudt aiwavs add more arter

Note that
I B heared.
for specilic directions such s adding music or sound effects,

1



pof conntandc

lewst read i adoud to
Hoany purt

ary

ible, have someone read the seript to vou, or at
1

or does the seript seem disjointed?

voursell. Do the 1ews ow,
serms unelear or too spavse, wld or delote information where neces:

e ML L e RIS [ ks DHEe whenn you lave chiee
il

e o W

Ccontimuily, sev page -8, Note Section 1, number 2,

L34
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from block 23

= For lyrther nigemanga, =x betsw

!
and {ndiats on Sy ’
110 Checklist] 1

How do T determine the pacing music and pauses of
the presentation and indicate this on the seript?

® Decide where changes in the pace of the presentation can best be used to highlight
the script and maintain listener interest. For example:

— If you want to tell the audience what an air raid siren sounds like, do not
describe its frequency and pitch. Instead, use a blast of a siren,

— Rather than simply explaining the contents of a speech, use a dramatization.

— Use appropriate music to bridge the gap between different parts of the program,
(When using music, remember that the music should not attract undue atten-

— If pauses in certain parts of the seript are necessary, indicate these on the script.
Also indicate if normal pacing changes—either faster or slower.

® Indicate directions for pacing in lower case letters and brackets [ | on right
hand side of script.

® For example of what the ID Checklist looks like when you have indicated the
pacing, music and pauses within the script, see page L-8. Note Section 1,
number 4,
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fram block 20

‘ ® Fai tuither wlarmangi, e beng

How

do 1 pRan the use of narnation g0 a slide tape

audio-visual production?

L-28

e This job aid covers the production of slide-tape programs such as are used with
ure Bessler Cue/See projector. With this medium you want to be sure that the
visual and audio work together to present the lesson. Keep in mind the [ollow-
Ing points when planning your narration.

— Narration (audio) should be used to explain details, suggest relationships, or
supply any kind of information that cannot be adequately explained in the
visuals.

— The narration should always be related to the visual being seen. The narra-
tion should not compete with the visual by describing or calling attention to
details not in the visual. If in doubt, ask yourself “does the narration com-
plement the visual?”” If the answer is no then rewrite the narration until
it does,

= Use the narration to identify or describe the content of a visual as soon as
the visual appears, Do not make the audience guess what the content of a
visual is all about., Tell them.

- Narration should always be simple. Do not use long, complicated sentence
structures with multiple clauses. Use a simple vocabulary., Try and strike
a balance between brevity and simplicity without talking down to the

— Vary the pace of the narration: Allow for breaks of silence to bridge different
visuals or use short musical bridges that serve to vary the pace of the program.
But remember, the music should complement the overall pace of the program,
Do not use loud or boisterous music that will distract from the visual portion
of the program,

Do
L™
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to block 28

How do T plan the use of visuals for a s&id=-tape program?

® No single visual (i.e., slide) should be on the screen too long. After approximately
20 seconds the audience tends to become bored and restless and easily distracted
from the program. Remember this when planning the slide-tape production and
avoid writing 40 seconds of narration for a visual that should not be on the screen
longer than 20 seconds. If a longer time period is needed to explain a visual, a
second similar visual can be planned to follow the first one. The second visual
can be taken from another angle or be a different size than the first one. In any
case, it should be different in some way but still be logically related to the first
one. Also, try to vary the pacing of the program by having slides on the screen
for different periols of time. When designing a program, do not think of tech-
nique first but do remain aware of the fact that the program should be lively
and interesting.

L-29
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from block 27
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® For furthe tormaton and guasnce.
ME heliigy

|

to block 30

How do T prepare siony boards?

e Now that you have done some planning for the audio and visual aspects of your
lesson you are ready to start the actual production of the slide- tﬂpe Follow the
sequence suggest 1 below:

1) Examine ¢ ~h learning objective to determine what visual will explain
it best. The:. raw a rough sketch to communicate with the artist
or photographe. vour idea. Rough sketches or stick figures are called
story boards. (An alternative is to write a detailed description of what
content the visual should contain.

2) Mount a sequence of sketches on a board so that the outline of the
sequence of your lesson can be illustrated (layout).

3) In addi! >ii to the sketch, which is placed at the top of the story board,
write on the bottom of the sto:y board the narration which will accom-
pany the slide. If music is to accompany the slide indicate this also.
See page L-32 for example of corﬁpleted story board frame.

4} Record the number of the Learnmg Objective that the story board
relates to.

e For example of what the ID Checklist looks like when these steps in the production
story boards have been completed. See page-L-8.




Example of completed story board frame,

WELTE TP T ONLITT N FRB TuE aftr s

STATEMENT v vnT o978,
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n black 31

How do T neview the sequence o4 the story boards?

# The combination of all the story boards forms the script for the slide-tape pro-
gram, Therefore you want to review the sequence of the story boards.

= Visualize the sketches on each story board. Ask yourself:

1) Does each picture and accompanying narration follow a logical sequence?
2)

Are there any ambiguities, or gaps where information is missing?
If so, add more pictures or narration.

— Run through the sequence several times to check the order,

e For example of what the [D Checklist looks like when you have reviewed the

sequence of your completed story hoards, see page L-8. Note Section 2,
number 2.

L-33
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from block 30

& Fo lusther infuimition snd uidsnge,
18§ below

te blogk 32

How do T plan and indicate the composition of
the visuals? ' ,
® As you complete the activities below, check them off the ID Checklist (Section 2,
number 3)
@ Be sure to provide the photographer or graphic artist with enough information as
to the composition of the visual. He needs to know your plans for such things as:

— Size of the details (shculd certain parts of a picture be nrhotographed in close
detail or magnified {blow-ups))?

— Use of colors, highlights

— Use of arrows, circles, numbers or other techniques to clearly delineate
one part from another (special cues)

— Use and size of lettering on photos, diagrams, etc.
® (ndicate this information on the picture part of the story board.

® For example of what the ID Checklist looks like when you have planned the
composition of the visuals, see page L-8. Note Section 2, number 3.



from block 31

Comptate/Check Vigual * For lunther il mgtin and quiance
Carmpureni by e Ui
Conwlizhon wik

Phoiogapher/Arhat

to block 33

What £s the purpose of consubting with the
photographer on graphic arntist?

Whether your story boards call for the use of photos or drawings, cach frame
should now indicate the exact composition of the desired visual,

For Photographs

~— If your story boards call for photographs, take them to the photographer so he
can begin taking pictures,

— If he has to take on-location shots it may be necessary to accompany him to
the location,

— If he is to produce slides from books or manuals provide him with all necessary
details,

For Drawings

— If some of the slides require the production of graphs or diagrams, take these
story boards to the graphic artist so he can begin drawing.

— When the artist has drawn the visuals, take them to the photographer to have
them photographed.

You should now have completed all the visual components of the slide-tape program,
After you have completed the above, check Section 2, number 4 of the [D Checklist.
For example of what the ID Checklist looks like when you have consuited with

the photographer/artist on visual components, see page L-8. Note Section 2,
number 4.



from black 32

s |

Comptate/Check Authio ]i
|
gl

Furbion gt %enpr
1D Checking]

to black 34

= Far turther intormetian and @idance,

wi bwluey

fow do T complete the audio portion of the script?

® You already have the narration on each frame of the story board. To write the
audio portion of the script, simply copy this narration onto the script,

e Note the Audio-Visual Format helow.

L-34

For example of what the ID Checklist looks like
audio portion, see page L-8. Note Section 2, nu

Take the completed audio script to the audio producer who will arrange to have
a narrator do the reading,

when you have completed the
mber 5,

VIDEO

All the visual sequences of the
program are written on this
side of the script.

Story board pictures can be
illustrated on this side of the
script to correspond with the
narration,

script.

Eormat for an Audio-Visual Seript 7

All narration and specific
directions for the narrator
are listed on this side of the

In an audiovisual

script all special directions

that have anything to do with

audio such as music are written
on the right-hand side.
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from block 33

indicatesCheck ’

Side Changes

(10 Checkisst] l
|
|
!

¢ For further inlaimaton and guidance,

$EE hieluw

How do 1 indicate the sfide changes?

The final production step is to i.idicate on the audio script where the slides

should change.

Make a small “x” (or other similar type mark) on the audio script where the

slide is to change,

This mark will provide the audio producer with the required information for
synchronizing the audio and visual components of the program.

For example of what the ID Checklist looks like when you have indicated the

slide changes, see page L-8. Note Section 2, number 6.

0O
s
!
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UseChevs

| Fample Words aad
Shatt Senteneey
{10 Checkngt,

'
; = Far fuither intaimation and QuilaniE,

e Iwluw

to hlogk 432 to block 37

What (s the purpcse 0f usd

Short sentences ?

8 Your purpose in ¢ :veloping instructional materials is to help the student to ro
the terminal learn.ng ohjective and its prerequisite le

ng sdmple words and

ach

arning objectives, The more

effectively you cen communicate with him, the more likely he is to learn from

your instruction. Therefore, it is important NOT to exceed the
level (or vocabuls; -+ level if your instruction is audio-only).

student’s reading

Writing that is casy .~ vead is usually easy to understand. You should use words

that the student is farar'isr with, and put them into

senlencoes,

The following list of guidelines for lowerin
instruction is divided into two sections:

Structure, (Later you will be given a
gradn level of your materials).

WORD SELECTION

1.

fairly short, uncomplicated

g the reading difficulty level of your
(1) Word Selection and (2) Sentence

formula for actually measuring the reading

Use SHORT, FAMILIAR words when possible,

PQQL Chaice

accordingly
assistance
facilitate
Utﬂi;éti@ﬁ
feasible
implement

Reading studies show that short, familiar words tend to communicate better,

Better Choice

S0
help, aid
help, ease
use
possible
carry out

!i ',[
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2, Use CONCRETE, SPECIFIC words.

Poor Choics
aircraft

majority of soldiers
physical needs

weapon

Abstract words mean different things to different people.
your intended meaning unclear. Concrete words communicate more easily and

precisely.

Use NON-TECHNICAL words,

Poor Choice

clavical
NCOIC
terrain

experimentation

Better Choice

B-52

95% of soldiars
hunger and thirst
M-16

Better Choice

callar hone
non-commissioned ‘officer in charge
ground

test

Therefore, they can make

When a technical word cannot be replaced by a non-technical word, and you think

sentence either directly before or directly after its first appearance.

Of course, if your student has a technical background in the area of your instruc-

In the case of military abbreviations, it is sufficient to write out the complete term
followed by its abbreviation in parentheses the first time; and to use the abbreviation

every time afterwards.

Example: The non-commissioned officer in charge (NCOIC) gave the order. The
) NCOIC told the men to shine their boots.

L-39
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Use ACTIVE voice verbs,

Poor Choice: The statement must be updated every three months,
Better Choice:  You must update the statement evary three months,
Poor Choice: The truck will be driven by Specialist Jones,

Better Choice:  Specialjst Jones will drive the truck.

This suggestion does not mean that you must never use the passive voice, However,
it should be avoided when you are writing instructions and procedures, as in the first
example; otherwise, the job may not get done! (“Who is to update the statement,”
is important to your meaning. )

Avoid changing action verbs into nouns,
F_g;-r Chaice: It has been painted out that, in the Army, careful initiai selection and classification
are important procedures in eliminating maladjusted personnel.

Better Chaice: If the Army selects and classifies personnel carefully, it will have fewer mal-
adjusted people,

Wher, verbs are changed into nouns it is difficult to tell “who did what to whom.”

SENTENCE STRUCTURE

1.

L-40

Use short, simple sentences,
Poar Choice Better Choice
In the case of the habitual Remove the habityal offender from
offender, there s nothing to the Service. He is not an effective
do but remave him from the officer, ;
Service; needless to say, he s
what might be termed ineffec.
tual as an offizer,



2 ings ol prepositional jhrose
10 house,
.

in a manner similar to

with reference 10
in view of the fact
with due regard for

in a situation in which

1. Avoid vasteful words,

Poor Chaice

are desirous of

gained from the following source

it is recommended that con-
sicleration be given to

is responsible for selecting

make provision for

take appropriate measuros

the fullest possible extent

afford an opportunity

The hand of the man on the

lik i

aliotit

Since

far

when

want io
from

we recornmend that you cansider

zele

provide for
act; do
the most

allow

@ Fer example of what the ID Checklist looks like when you huave checked your

writing for short, simple words and sentences,

number 1.

O

ERIC

Aruitoxt provided by Eic:

sce page L-8., Note Section 3,

I~



e Avoid Teoic-Orientacd Styie

o Topic-oriented writing places hoeav

conceptualizing skills of (the user,

wralizations and concepts which eon-
‘ai:out” a subject area rather than tel ing

co—if tells ¢
how to do it

&

Ll

thed as a general reforence text, intended

Topic-oriented materizls do not identify a particular user audience. A topic-
oriented manual is frequently desc

for anyone from Private to Genery,

-related duties and Lasks, who

¢ Topic-oriented writing does not identify subject
might he expe erform then: or how any given user might perform them,
description of the “hody of knowledge” may carry implications for duty
¢ performance for everyone from the Private to the Unit Commander.
However, it’s left up to the reader to deduce from this description what duties
and tasks should be performed, how they should be performed, and who should
perform them.

o Do Develop Performance-Oriented Style

@ Performance-oriented writing minimizes demands on the reading, studying, and
conceptualizing skil [ the user,

oriented writing focuses on the duties and tasks a user is expected
to perform and the information he needs in order to perform these duties and
ks—it tells the use

2 Performance-ori

,» “what to do” and where possible, “how to do it

tas

° Performance-oriented writing identifies a particular user audience. To write
performance-oriented literature you start by identifving who you expect the
major user to be and the subject-related duties and tasks this user will perform,
You then transl e vour knowledge of the subjeci area into the infor nation and
directions this user will need to learn and perform the duties and tasks you
have identified.

L.42 >
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information is selected frem the “hody of

"and organized to place major emphasis upon its applica

duty and task performance. [t “talks” directly to the user, the duties and

ion o

orm, and how he can perform them,

»ioon jL:}; S VIV

1

expected to pe

tasl
rerformance-orientad literature h: : I ng o

performance setling than topic-oriented literature. The reader does not hive
to strain the information he needs out of the general pot of knowledge and
then weestle with the “so what should [ do about it qu

‘ 4l F
) J L.43
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e trrn [Rutiea

= wventinnal Found ean be
firnd from w statianary vehicle oF a moving
fele s the stabiized mode, after aequiring o
gt the vehicls commandsr must izaue difectiona
tri the driver befoee g - i
mand If the vehiele eon 5 to f
from & atationary vehicle, he annnunres DRIVER
ATOF. I the vehiele commander desirea m con-
wving while firing he annaunce A
amd then iasuea the fire ¢ m,und

(h) Acquires target, msuea directions ta
driver, estimates range to target, (asuea an initial
fire command, and lays gun launcher for direc-
tinn

tifigs

HI

(ri When the guaner announces [DEX
TIFIED, vehicle commander reles ranteol of
turret to punner anid takes up a pasition o obe
werve fire. When firing conventional miunitien,
the wehicle commander uld br, hinaalf
agninat reaction of the vehicle to shoek pra
duced by Aring. After iniljal shock, the vehicle
may take up his hinceular and at-
fi F unri if lhE tnrget is heyv:md
If the ts 1,200
rm:h»rq the wvehicle |ummnndfr shﬁulﬁ attempt
sz the round without aid of & binocular.
(d} Adjusts fire as ReCeARATY.

t#) Terminates cpgngement by aAnounc-
ing CEASE FIRE or TARGET—CEASE FIRE.

L s

o Fer example of what 1D Checklist looks 1

for performance-oriented style,

Performance-Oriented Writing

(M551 ARMORED RECONNMNAISSANCE/AIRBORNE
VEHICLE A

ASEAULT

fE

AR/AAV)

. CREW DUTIES DURNG TARGE
NT

i1} Dutes of the vehiele comm

{a} The vehiele commander P
(b1 He decides whether w fire with the
vehicle moving of stupped. If he
wants to fire whrh the whnh

B to f're whxle th vy hu]n iz
rmvm[.; he zays STABILIZED,

(¢) He estimates the range to the target,
and gives & fire command. Then he
lays the gun/launcher for dircction.

() When the gunner says IDENTIF]
the e imander givis control
of the turret to him,

{(r} The vehicle communder gets in place
to watch the fire. He must him-

{ ugainst the shock that firing
= in the vehicle, Al’hr the sho k‘
4 . HE

(|
(g) 1 . FIRE or TARGET.
o end the finpg.

like when vou have checked your writing

1. Note Section 3, number 2,



fram bluck 37

to btack

e As you wrile a paragraph, yvou should make sure that VAUr main poi

1ty stand out

clearly. Don’t let your writing become vague or wor dv.
a) - Avoid Writing Which Is Too Vapue

A passage 1s vague wh
secondary points

11t lacks proper subordination. Mai.. points and
are run together as if they were equally important, The
reader must handle several “equal” details rather than a few main points
together with the information which supports e

lacks needed emphasis,

ach of them. The passage

For Example:

Vague Writing Clear Writing

CREW DUTIES DURING TARGET
ENGAGEMENT
(1) [duties of the vehicle rammander

b 3 (8) The vehicle commander picks a target.
vehicle 1R the stabilized mudv:, after ncqumng a . . . L
target the vehicle commander must issue difec- (b) He decides whether to fire with the
tions to the driver before issuing the initial fire vehicle moving or stopped. If he wants
command. If the vehicle commander dEﬁle‘ﬂ to to fire while the vehicle ia stopped, he

fire from a stationary ve

ﬂ,rya DRIVER STOP. If he wants to fire

DRIVER STOF, If the v Lo pahicle s moving, he  mya
o o = maoving whil t‘mng he annaun STABILIZED
5TAHIL and then issues the fire command,

I~
'
N

s

QL2
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1]

h Has Too Much Detad

Too much detail is usually the result of writing to more than one user or
Write Lo your primary user,

of writing to no particular user at all.
Loave ot

him all the information that he nee

thing else,

For Example:

ked ally maving
e by g transported nsthier than by
voihing under their awn power. Instructions

iy vehicles on oarcralt are provided
¢ Lechnical manuals of the 10-500 series. Hal
L i probably ussd mest. In contimental
5, the Assaciation of Amencan Rail.
a standard loading plan that specifis

vehicle.  Sinee there are  different maximum
requirements among the dff *
fieafest agent wul have biwn consulted for
ulars when vehic
1 unit uztually beeomes responsible for
ivading’ its own vehirlis—it 15 necessary that you
learn how your veficle must be loaded. The tech-
meal manud for esch type vehicle gives the
minimum requirements of the Army for loading
and lazshing  the vehicle, Thise requirements
sely panallel those of the road lines.
amiliar with the requirements in the
K ual it will be very easy o adapt to
addittonal requirements of the ral hne

o For ex

points in the text are emphasize

s to perform his job,

Concise

“ked vehieles
Instead,

e. Mawng Inng distances. Tra
are not uwsually drnven long tan
they are moved by mil or by air. d
its own vel . &3 you nesd to know how to
load your vehicle and tie it down. You will find
this information in the t=chnieal manua! for your
viehiele, Learn it If you need to, you ean add to

this basic information the requ
rlroad bine or of the particular type of mrerafi.

see page -8,

Giive

ample of what 113 Checklist looks like when you have checked what main
Notle Section 3. number 3
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1o black 40

How do I develop ide .

1

o W

a)

Ldeas clearl

hen you write a series of paragraphs or
oniusing 1 you do not clearly develop and sequer

ce your main points,

Avoid Redundancy Between [—"aragr;’aphs}

When you think that you are making
isn't really a restatement of the other,

combine the two,
For Example:
Redundant

Antennes should be lecated on hills overlooking the rmur.

rounding terrain and jungle growth,

Antennas should be located as high 21 pozsible when the
antenna site is located directly behind an intervening terrain
mesk. If feasible, tie the radic set to the top of s tree and
operete it from that loecation by remote control, Hight
tilting of an antenna awav from the direction of the distant
station also will help to bresch an obstacle,

Antennas should not be locatsd in narrow valleys o
between ridges or stretehes of high jungle growth,

i
s’

r

L-43

-

two different points, be sure that one
If it is, you would do better to

Concise

Height of antenna, If you can, place entennas on hills or
other high spots. The signal will then pasi through less
jungle growth and have & greater range. Never placs your
antenna in deep narrow valleys, Whar the growth or terrain
is very close, place the antenna as high up 21 you can, Tie
the radio s2t to the top of a tree if possible, and run it by
remote control.




ation about the s

cattered information

T
b
o
3
o
]
'ty
Ly

i T orn L wedapons,

n

tea fire

under  conditions of Lo

rifles and automatic rifies
launcher fires.

. refers ta fire.

f fefers tn positions, {f) Supervis

mentary ;’a:sitjané.

{d) Insuring proviaion for deliy

improvised procedurss for delivery of grazin

" o y(e) Supervising the clearing of fiel

ing the prepamation of

anmbilitis dunng  the

the preparastion of mnge

the estimation of rangss

Lead winilul T
: fire by
vl preprranged  grenade

¢ of the

g refers to postbons. - T 3g) Inspecting  pesitions to  nsure  that
eamouflage and averhead covers are sufficient.

h refers to weapons, T . (h} Insuring that all wespons have their
hattlesight setting and are operative, ang that adequate
am ion 15 availahle and distributed,

i refers o range cards. (i) Prepasing a s

sketeh ta the

for himself.

platesn 1

¢ For example of what the ID Checklist looks like when you have checked that

ideas are developed clearly, see page L-8. Note Section 3, number

_LY
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kerps ane cepy
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How do T develop a clear §oumat?

© Avoid a Run-Together Format

{ her format i

For Example:

ERIC

Aruitoxt provided by Eic:

Run-Together Format

h. Reoeceupation of Position. When the
hring position is to be reoccupied, white tape is
5 el between cthe two ground sakes to
facilitate alignment of the tank's rght or left
track  With the shielded lighs on the aiming
stake: turned on, the gun is traversed to the angle
of the aiming stakes and the tank & moved
forwerd  adjacent to the tape (fig i4-f). The
gunner controls the final positioning of the tank
hy observing through his sight until the far Jight
appears Lo be above and in line with the near
light at which time the tank is halted, The gunner
then, uaing the resetter knob en the Eiimuth

: i to
£0
to

that  the range cord data enn

engage targets,

e For example of what ID Checklist looks like when you h

AnNoL easjly i 4”m:;1_, and ht., out ]

mation logically, F’mper visual ¢

The reader ¢
selnuate points.,

Clear Format

b. How to Mowe inte a Marked Position
(1} Crewmen steetch  while Lpe
between the two ground stakes to heip position
the tank’s track,
(2} They turm on the lights or the two
uming stakes,
(3) The gunner
angle of the aiming stakes.
{4) The dnver moves the tank up nex
to the tape.
(5) The driver stops the tank when the
2 the far light above the near light, and

=% the turret to the

KUnner &
i line

:T fes the resetier knob
on  the to index the pre-
meotded deflection Ln Lhe lighted aiming stakes,

{7) The tank is now 11 position Lo uss
the range card data,

is clearly developed, see page L-8. Note Section 3, number 5.

‘2nnot easilv sean it.
The solution to a run-
s to break the text up into visual “chunks” whlch group the
ing lets the reader scan and identify

ave checked that format
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How do T use the fommula for determining reading
dihficulty Lovel?
GEMERAL INSTRUCTIONS
1) Select the 150 word passage from connected discourse. Do not use this

formula to check unconnected statements. It's best to start counting
words at the beginning of a parg

) Counting the Words

surrownded by white spaces. Hyphenated words and contractions are
counted as one word. As an example, each of the folluwi. is counted
as one word: “‘couldn’t”, “F.0.B.”, “i.e.”, “%32.,008",

3y Counting the Syllables

word is pronounced: such as “row” has one
syllable, “mention” has two. With symbols and figures the syllables are
known by the way they are normally read aloud, such as, one syllable for
(“cents”), three for R.F.D. (“arc-eff-dee’), and four for 1918 (“ninet-
eighteen™). When in doubt ahout syllables, consult a dictionary.

Count syllables the way the

NOTE: An important thing to remember wien using the formula for
a quality control check is to not write to the formula. Your writing

should be directed to the student, not the formula. The formula serves
as a guide for the reading difficulty level of material you have written
anid not the material you are getting ready to write,

O
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Brack

Adeijuate o [from]  [thel clements [and]  shviFopmental  condit

=1 fof] propsr s

i [must] Jre] provided {by] [m pie Beilities, preaqy

Connt th 2 ol une packig pavking, o] [a] combimston [of] any [of] fall [uf]  [these]
1 £ T . = . R . — . ik R
words i a ;:}@ T s [To]  edquately protect [mast] ilems [fresm ] [the] damaging offec

{ef] wa sreservation [must] [he] provided [ This)
{z] aften (] even [theu

warehouse provided [with) m

r [ar] watervapors, micquate

| [thel tem ] (o] joe] Jstorsdl Ln] [al
wiieal [means] [of] controlhng [the]

st af one

tjeifa
s Hnhile wor

ture fand] humidity. Seversl methsds | [which| humehity |15] controibsi
[l [use] [by] [the] culipary

mevhanically ventilating |am

[an:] s, [Uiae] is] wlses [miwde] [af]

.

debumidifying sevtiens [of ] existing saee

houses. Appropnate co ratien [will] [be] given (o] Jthe] pee

Drase] ful] atems {stermd] wmler seecific lt¥pezd  Jol]  atir

sitfollad humihity, refrgerated, [and ] hested, |'The] amount [

Pamd] pon g [wat] [in] goverread [bes§ [tise}

A, ey £

[pluz] fthe] antiepated {length] [ef] sterape.

methia] [of] storage

STEP 2

Ihvnde the number ol v sy llabile wonds

5TEP 3

#’3 =
Subtract the result from m}!@

b obitain the reading grads leved

Note Section 3, number 6.
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What 48 the importance of preparing comments pon people
working in ofthern steps of the instructional systems
development process? How do I rnecord them?

® [n order for the Instructional Systems Development process to work effectively
it is imperative that there be forward and backward communication between the

had to do work thet should have been performed in previous steps.

I'T 1S IMPORTANT THAT YOU FEED THIS INFORMATION BACK
TO THE APPROPRIATE PEOPLE S0 THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.

e In your rescarch for this step of the Instructional Systems Development process
you may have discovered additional information that you think may be useflul to
peaple who will be working in steps that follow this one. If so, it is equally
important that you pass this information on to appropriate people,

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL
SYSTEMS DEVELOPMENT PROCESS I8 CRITICAL FOR EFFECTIVE
INSTRUCTIONAL DEVELOPMENT FOR SUCCESSFUL MISSION

ACCOMPLISHMENT,

A copy of the 18D COORDINATION SHEET can be found at the back of this
manual. Make sufficient copies to enable yvou to send one to every individual you
wish to communicate with—plus copies for your records.

individual and attach one copy Lo the Instruction Settings Selection Package

(ISKH Sheets).
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JOB AID FOR
VALIDATING INSTF{UCT[C)N
[SD i11.5

Manual

This 1s the 13th in a series of ISD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary dqcumentf
“Job Aids: Descriptive Authoring Flowcharts 1SD II1.5 Validating Instruction.” The
llowchart document will direct you to specific guidance, examples, and references
provided in this volume. If you do not have the primary flowchart document, request
it from your supervisor,

The wording in this manual should not be construed to
discriminate between the sexes, In order to avoid a
repetitious use of the terminology, “‘he/she,” the terms,
“he.,” “him,” and “his,"”" as well as ““men,” are intended
to include both the masculine and feminine gender, Any
exceptions to this usage will be so noted.
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What i85 the Validate 1 nstruction Job Ald all about?
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GOAL

Validation is the process by which instructional material (course, module, lesson,
etc.) is tested and revised until you are reasonably sure it teaches what you want
it to teach, The purpose of this job aid is to provide the procedures for con-
ducting validation trials.

There are two types of validation trials described in this job aid. They are:

1. Individual Validation Trials—One trainee at a time evaluates the
effectiveness of the instruction to identify major “bugs” in the
instructional material, After one or more individual evaluation trials,
needed revisions in the-instruction are made. Individual Validation
Trials continue until all major “bugs” have been identified and
corrected.

2. Group Validation Trials—The instructional material is administered
to a group of representative trainees to identify any problems (bugs)
not identified in the Individual Validation Trials. Again, necessary
revisions are made in the instruction,

OBJECTIVES

1. Given the appropriate directions, validate a proposed unit of instruction.

2. Given the appropriate worksheets and instruction on how to fill them out,
document:

a. the number of subjects used
b. the type of validation used
c. the type of revisions needed (if any), for all validation trials.

;:) VN
b=y



e PRODUCT

This job aid will result in a completed Instruction Validation Recording Sheet for
both Individual Validation Trials (IVR Sheet - Indiv.) and Group Validation
Trials (IVR Sheet - Grp.)

e OVERVIEW OF MAJOR STEPS IN VALIDATING INSTRUCTION

Step 1.
Step 2.
Step 3.

Step 4,
Step 5.
Step 6.
Step 7.

Step 8.

Select trainee for Individual Evaluation Trial
[dentify and record major “‘bugs” in instructional material

Determine whether another traince should evaluate the instructional
material before any revisions are made

Repeat Steps 1 thru 3 until all major “bugs” have been identified
Record needed revisions
Make revisions in instructional material

Determine if additional Individual Validation Trial(s) are needed. If

s0, repeat Steps 1 thru 6 as necessary.

Repeat entire process for Group Validation Trials

e WORKSHEETS USED

The ‘Tabl. .

Sheet for lmth mdmdual and gmup {:\Vfaluatmn

M-5
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3 show the steps in the use of the Job
The flowehart will be useful to you in getting
ar picture of the overal] process used in this job aid. A more completely
ribed lowchart is provided in (8D HL5 Job Aids: Des

Flosweharts, (Validatis g Instruction),

Al for Validating Instruetion,
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o BEFINITION

— Validation is the final step in the systematic design and developiinent ol an

instructional program,
I ds 0 process thal inereases the probability of successiul implementar on of

i

am Ly IMPRONVING, REVISING, SIODIFYING, and CLARIFY

a4 o

desim and structure before the program is used in the clissronm.

s WHY vALIDATE:

arn works, You

— After all your hard work you want to be sure that YOUur progy
can inerease the chances of having a succese™| program of instruction hy
trying it our prior to implementation (ISD, Paase V). Thus, you have the
GPPOTLUNILY 1o rovise your program until it achieves what vou

achieve,

WHERN TO VALIDATE:
= You can try out instructional material at iy ol the following points:

1y After developing the first sequence

21 After developing an entire module

31 After developing the overall design of the material

1 After develaping the entire program

ictional development.
ted above,

— It is wise to start the validation process carly in ins

However, validation ean occur at any of the points lis

b L M9
e

O
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o WHAT IS IMPORTANT

~The important point a! out validation is that VEEDBACK is obtained from a

closely observed traine before an instructional program is taken into the

tliss

Aslsdesl

°© HOW DOES VALIDATIOM HELP:

= The validation wocess cun help you eliminate problems that may oceur in
thres areas:
1) CLARITY of your program is maximized by making sure that:
4)  the language and reading level is geared to the level of the traince
for whom the program is intend: -

) the instructions are precise
¢y the material is logical and sequentis!

v the sentence structure is correct and meaninglul,

2) INTEREST LEVEL of the student is determined
i does the material arouse curiosity—gain attention?
by does it cause boredom, or apathy, or disinterest?
ey l’RlAZ:\J\HON\li 71“{_)17’{;\];
W s it appropriate and well paced?
“need to improve visuals, diagrams, charts?
== does instructional sequence cover Loo much, or not enough,
arorind for this levp]?
Tare more or less feedback/reinforcers needed?
Toare tests too easy/difficull?
LB R
M- 10 Ay 7

O
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fropm Lbock 6 and 7

P biloek 0

Coon Vadllodatdor. Recowdine

Fhere are two Insrecetion Validation Recording =5 eets wsed with this job aid
Prstraetion Valulation Kecording Sheet - inediviiual (OVR Shoet - Indiv.;
Instruction Vol on Hecordin

g sheet - Gooup (JVR

1
i

wet - Gy
Fhe TVR Sheet - Grpe s on the reverse side of the TVRE Shect - Indiv,

The Instruction Valididion Recording Sheets are availuble o

duplication in 1.
pockel ai tiee eied of this manual,

Forsee an example of completsd (VR

Sheets, refer to page M-6 and M-7,



trvm plocs &

2 COURSE MOS CODE AND SKILL LIEVE] designation is the MOS and skill
fevel Tor which the instructional matorial is being developed.,

2 INSTRUCTION UNDER DEVE LOPAIENT may be an entire course, module,
fesson, ote. that voun are worling on, [ ean contain more than one plece of
mstructional material.

o INSTRUCUTION BEING VALIDATED muy be only one piece of instructionsl
material (e, a stide- tape) from the entire course, module, ete. that is heing
dv’v’&,!]n]w(i sometimes, however, Instruction ti mivr ey ln;mwnt and Instruciion
Being Validated 5o the same thi N

CINDIVIDUAL VALIDATION TRIAL NUMBER refers to the specilice product
Vot are vilidating at this tinte. Within an individi al trial, more than one
trainee shounld be usod to evaluate the material bhefore revisjons are madle.
Fach trimee would be tested on the material individually in order to gain
mlurm tion on wh'u Kitds of revisions are necessare This would consti-
tute TRIANL NUMBER 1. ATter revision: '(‘7 mirde, new trainees mayv he
Lwa‘lwi i the nmtvrml (weiin, the v 08t o Hy) and new

uld < tested individua
revisions would be indicated, This would constitute TRIAL NUMBER 2.
The process would be continued until you decided thit no more Lmlul
mformmtion could he obtained from further individuai trials.

Another way of looking at this i+

Traines 1 Trainee |

cratee 20 L . Troinee 2

e . I'rinl Na, 1 “ . o

Prainee 3 v 3 I'rial No. 2
e, . 2!

Traines

|
Trainee 2 j Trial No. 3 [DUNGS
el
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What gudidelines shoubd be pollowe q

validation using £ lividuad tuiad cvaluctiion?

2 LU IDUCTING INDIVIDUAL EVALUATIONS:

1) During the individual evaluation of instructional mate i, o single trainee iy
closely observed as he uses the material, Wherever the trainee has difficulty
or seems uncertain, this shodd be cu fully noted, even if it concerng only
vne teaching point. If the trainee has trouble understanding or applying
ne rule or principle, more than likely he will have difficulty in accomplish-

ing the hehavior to which that rule or principle applie:.

2)  During the process of validation, it is very important that hoth the instrue-
tional materials developer and the trainee understand their roles in the
process. You should explain to the trainee that he is not being evaluated

but the system is. Trainees need to be urged to participate actively and

respond as required. 1t iy through the feedback provided by the traince
that you can determine the adequacy of the gitiactional materials, You

must remember that the fajlure of the trainee to perforim competently at

this stage i+ 1 refl-ion on the mstruction and net the trainee.

0 After the trainee has completed the unit of instruction and the crit rion
exumination, he should he encouraged to discuss any areas in which he
experiencea difficulty.  Several individual evaluations should be conduted

before any significant changes are made,

» L3E OF INDIVIDUAL EVALUATION RESULTS:

essive evaluations, it is an indication
inces fail to meet the

tuin error patterns oceur during succe
that revision is necessary. For example, if several tra
standard of performance establishied for a particular criterion objective, the
instruction leading to that ohjective needs to be analyzed and revised, If the
instructional unit has to 1 - revised significantly, it would be best (o conduct one
or more individual evaluations to check the results of the modifications. Howcver,
if the instructional sequence is basically sound and requires only minor changes, a

Group Validation is discussed later in the manual),
I

group validation can be started, {

7y
o

‘T‘ " j‘
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What does TUR Sheet - Inddcviduat Cook eifo whep
pesviilet conducting evaluation s nocoaded ()
Secation 17, Rfoch A?

Ny

I

Sxampla:

5D HI S Vahdare Instructinn
[HSTRUCTION VALIDATION RECORDING SIFET - HOVIDUAL

[RFS L RN fetin

T : A

vj&g; /C—, F o7 Medole | €1 L s
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(o & ave some me Ehod

= There are a number of mothads tha miy by
wtion during the validation process, The dee it

1 based en these rosponses.

VALIDATION METHODS:

"
¥

1) it scores from Lhe trainees who are being used as subjects
m the validation process,

3
i
i

There are four general types of tes

13 fontry tests
2V Pretesty
4) Posttests

)

1 Within-course tests

Paicons of incorrect Lest responses indicate the possibility that instructionai
material is not clear in particular areas. Since each Lost item is referenced
to a particular element of a task, it is relatively o y Lo identify the prob-

lem area,
— Pre/pestlest scores allow you to compute the learning gain achieved by

the material,

2y (guvstu ni ’I"a u‘)lIn:L data on the effectiveness of the formal and

els need improvement, .

- Quegtionnaires provide direct feedback from Lhe trainee on those a

which he fe

d)  Attitude Secales: To collect data on the attitudes of the troinees toward

the instructiona) unit.
Attitude scales indicate whether or not the trainee was motivated by
the instructional unit.

M-17

= d
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1)

) Can be used instead of No. 2 (Que
{Attitude Scales) above,

tionnaires) and No, 3

— Interviews provide an cpen-ended format which allow the trainces to
vapress themselves more fully. However, interviews are usually more
time consuming than the other methods.

ervati To «collect
m to he confusing t

*arcas of Lhe instructional unit that

e

e

= Your observations are the most important element in this |

iroc
your impressions may form the busis o

instructional revision,

~,
et

o

T
(-
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How dv 1 chovse a sample 0f tudnecs on which to condue

it (ndiveduad toial vabidation?

2> INDIVIDUAL TRAINEE SAMPLING:

— The individual trainee shnuld be representat-ve of the intended target population.
The trainees selected for the purpose of viidation should fall within the range
of aptitudes, prior knowledues s, skills, and background of the typical tarmet

popujation,
— Thase trainees who are seleeted should possess higher aptitudes within the
[f they have trouble learning the material. then
I1ff Alzso,

target population range.
the material would be too difficult for the less capable trainee,
A% In the

ohviously the
the higher aptitude trainee will he better able Lo pomt ouvt weak are;

mstructional unit.,

What dves TUR Sheet - Individual Look Libe wiest
Sectien I1, Bleck C "Tradnee and Ins thuetional
Pomscennetl Used” s §ibled in?

fates Tasteniety

Example:
IS HIE Vil
iR

L) Fife M 1y (“l FE=
MSTRUCHION VALIDATION RECORDIG SUTTT - FIIBIAL
Bty e
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fip . 2
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from bk 14

How do T onepare Vo

T~

s The purpose of the test trials |
materials, and the procedures.
inz the data so that de
in collecting particular data unless you intend to use it,

You must have a svstem for collecting and record-

can be made based on the data, There is no point

Hsually you will need data such as:

a4y background information on the tra

sioA T

b} results of pretests, entry level tests, attitude measures, and within-course
test items

¢)  validator’s comments to trainees

d)  trainees’ questions and remarks

¢} length of time required on different parts of the instructional program

f) results of posttest and interviews
o Guidelines for constructing validation recording forms:

— Attitude scales:

A)  Attitude scales are used to collect information about the trainee's feelings
toward the unit of instruction. The following are examples of the type of
question that you may want to inciude:

1) Did the activity help the trainee achicve the criterion on the
learning objective?
2)  Did the trainee learn skills that he expected Lo use on the job?
3)  What did the trainee think about the activity’s: a) level of difficulty,

4)  Did the trainee think that the activity was interesting?

5) Did the trainee feel pressured?

6)  Would the trainee prefer a different type of instruction?

7) Did the trainee think that the material was clearly presented?

8) ETC.

ERIC
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By Ingeneral, attitude scales shoulc he constraeted so fhat:

1)y the items are worded in such 2 Manner Ut Lhe tralnee hus a range
ol cholrex,

2y the choices provide for positive, Negative and neytral positions
along the scales. For example:

This activity was;

L] 1 S
i i i
Too Simple Average Too Ilard

3)  the items are counter-halanced (the reversing of pesitive and negative
poles on each suecessive item) to avoid response sets (the tendency
to arbitrarily check off the same response when answering a list

of questions),

4}  both the trainee and the scorer are able to tell which responses are
positive and which are negative.

= Trainee background information:
Examples of background information that you may want to gather about the
trainee include the following:

1

1)  Trainee’s name
2y Trainee’s grade

3) Highest level of education
4)  Time in service

5) Trainee’s MCS

6) Time in MOS

7)  Title of present job

8y KErC.
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= Data gathered through observation:

preeess, Y

You are the most important part of the observation
tions of what you see when the ‘mmw 15 engaged in the learning activitic
become the data +n which your decisions will be based, The fDlluwmg are
some suggestions of what to look for when observing a trainee

1) How long does it take the trainee to complete the t

2) Does one particular area of the mstruLtmndl unit seem to present

@ stumbling Llock to the tral

3) Dooeg the traines’y :‘zttc‘:,tu:ﬂ g
may he bciu“;ng or to

o]
Lo
joy

—y

=

C

=B

m.jt.lmu;, were lI]Stl’LlLth!lh o
5) ETC,

Results of written tests:

Besides looking at how many items were passed and how many were failed,

1s important to look at tests resulls to see whether incorrect responses g'ém
to group around one particular area of the mstructmnal unit, Thatl is, did the
trainees consis ly answor nwarr'ectly the material dealing with one or two
particular points, 'I his information would indicate an area of the instrictional
unit that you may want to consider revising,

Data from interviews:

1) The same type of information as was obtained through attitude scales
may be gained through face-to-face interviews with the trainee. Both
techniques have their advantages and disadvuiilages.

2)  The advantage of an interview is that the trainee can answer your guestions

in an open-ended style, He can give = >u as much information as he wishes

without the constraints of space provided on a pace.

3)  This cpen-ended style of answering questions may then lead you to think
of other guestions you want to ask,

"
P



I general, the following guidelines should be follewed when von-

onstructing validating recording forms:

1 Den™t use terms or ask questions about topies that vour
respondent will not know about.

2y Make sure that any answer the respondent makes will have a
clear meaning to you,

3)  Don't ask people to make und

on'l Lead your

D 7
know what answers you want,

wendents by wording the flem =0 they will
%) Make the item and the choices short, and use simple words.

6)  Make certain th item clearly specifies what you want the
respondent to do.

7)  Don’t ask respondents to do several things in one item.

&) Don’t ask for several kinds of information in one item,

9 Don't use tricky wording, especially double negatives,

10)  Don't ask for fine distinctions, unless you know they will be
meaningful to your respondent

h 1 way that the balance «f

11} Don't word vour question in suc
responses will unavoidably be in one direction (loading).

rone who disagreey
AP EAN

12)  Be sure yve ¢ answers are worded so that son

with you can find an answer presenting his side of the is

B IRt

£
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What are
maty be

® WHO PRESENTS THE MATERIAL:

— Mater may be presented by validation perronnel or by cour

ERIIEI ST IS o
I presented by cour

mstructors, their obiervations of the trainee's poerforni-
ance can become an important part of the valil -

bresenting the material, vou
course ;o

i

proces:ss I vou are

should plan to record vour observations, 1f

{ Ating the material you should record 1heir
observations,

.o WHERE MATERIAL IS PRESENT

m

O

= On an individual evaluation, materiaj may be presented any place that is both
convenient and has the proper cquipment,

This may be your office or the
actual site where course instruction will take place (e, elassroom).

e HOW MUCH MATERIAL SHOULD RE PRESENTED:

On the first incividual trinl, present all of the material to be validated. On

s, onee revisions have boen made, yvou may

wiant Lo present
only those parts of the instructional material that has been revised,

stthseainent

O
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What type of

»(:}l'}U Lna

o, PR i1 = A
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® Information gamed from the validation PTOCESS 1y Examples of the
kind of information that should be rocorded are:
alareas of difftculty in underst tanding instructional m: ierial—e. o the vocabg.

What does TUR Sheet - Tnd
results of the
Section 11,

lury level was too high for trainees,

b) culty in the way the material was presented—eg, the pace

¢} comments of trainees’ that lead vou to heljove that revisions should
b maude—e.g., the material seenjod 1o be horing.
)y BETC

wwldual Look Like when ¢he
evatuation are hecorded i

Block U7

F

Example:
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nent hecomes very important here. Thie decision o wie anover
on whether or not you see

2 Your own juc

tritiee hefore revisions are macde should be based
penses you are getling, Onee a patiern s been
1 eidch

2011 pattern Lo the types of res
iblished (1o, yvou are getting just about the some infornmation fro

idradualy you ean begin to plan for revision of maderial, Usually 3-5 trainees

a trinl conmtitnte oogood anmiple,

“law of dimnishing returns.” That g,

[

nees, The resulls

information will be obtained from the first fesw ts

1A

obtained from testing many more additional trainees may not be worth the

time and eoffort that is involved,
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What deas TUR Sheet - Todividuat Cocls Cihe whon
summaky op equoted wevdsdons L8 recorded in
Section 1117
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What does TVR Shect - Tndividuad Loole £ike when date
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Crenerally
eeded will b b
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ol

to whether additional Lidividual Validation Trinls are

the decision ¢

el on 2uch considerations as:

i alidation Trial indicate! thar no revisions were
needed, then additional Individual Validation Trials are not needed,

If the previous Individual V

The previous validatien trial s dise Iy it which reqgud
immediate correction, 1gh all the material.)

In thi

A large number of revisions have heen made as a resuit of the previous
. You will probably want to have an additional Individuzl

validation tr
Vielidation Tri
a5 a result of the revisions.

Whenever in doubt, conduct another Individual Validation Trial,

-
b

al to determine that you have not introduced new “problems™
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from hlock 29
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What guidelines shoutd be folbowed in conducting
validation using group thial evaluation?

¢ CCNDUCTING GROUP EVALUATIONS:

— The reason for trying out instruction on a group of trainees is to determine
now that portion of the instructional system functions under conditions
similar to the actual classroom situation. Too, it i1s more economical to
gather data concerning the effectiveness of instruction from groups than

it is from individuals. Therefore, validation trials are expanded to groups of

trainees as soon as satisfactory results are obtained with individual trials.

— At this point in validation, time becomes a factor. It is not sufficient that
a trainee learns the material in an instructional sequence; the trainee must also
complete it within a reasonable period of time. Therefore, in a group trial,
the time needed by each trainee to complete an instructional unit should be
tabulated in addition to recording the accuracy of trainee responses.

— Some effort should be ma-e to establish the maximum number of trials the
trainee would be permitted in crder to reach criterion performance. Trainees
who are allowed continuous trials and still do not attain success become frus-
trated and agitated. - These behavioral reactions do not complement the training
effort. A remedial program with a new approach or smaller steps may well
be the alternative,

e USE OF GROUP EVALUATION RESULTS:

— The group trial should be a success because of the nature of the pro-
cedures for individual trials. It is likely that any instructional changes
will be minor. As in the individual trials, if a segment of instruction

undergoes a significant revision, another group of trainees should
be given the modified instruction until additional data is gathered and final
revisions are made.

— This cycle of teaching, testing, analyzing, and modifying is continued until it
is proven that the trainées can perform to the level specified in the standards
for the objectives.
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What does Instruction Validation Shezt
(IVR Sheet - Grnp) Look Like when Sectl
has been completed?

Examiple:

1SD 111 8 Validate Instruction
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What does IVR Sheet - Gy ,
conducting evaluation has been neznnded in
Section 11, Blochk A?

Example:

ISD II1.5 Validate Instruction
[HSTRUY :JN YALIDATION RECORDI'IG SHEET - GROUP

{IvVR Gheet ~ Grpl

Grp Look Like when personnel
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1o block 38

What does IVR Sheet - Gup Look Like when
validation method(s) have been recorded in
Section 11, Block B?

Example:

ISD I 8 Vahdate Instruction
INSTRUCTION VALIDATION RECORDING SHEET - GROUP

{IVH Sheet Grpt
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to block 37

How do 1 choose a sample of thainces Lo
conduct a group thial validation?

o GROUP TRAINEE SAMPLING:

— The trainees selected for this phase of validation should also represent the
target population. The selections should include an even distribution of low,
average, and high aptitude trainees.

trgmee samplmg ta those w,lth tht: hzger aptztude,,. NDW you ﬂELd ta see zf
the same instruction is just as efficient in teaching trainees with lesser ability.
Trainees with lower aptitudes should be able to accomplish the assigned
learning tasks, though it may take them longer to complete the sequence.
complete the sequence,

What does TVR Sheet - Gnrp. Look Like when Section 11,
Block C, "Trainees and Instructional Personnel
Used for Evaluation" is gilled An?

Example: ISD I11.5 Validate Inatruction

INSTRUCTIOM VALIDATION RECORDING SHEET - GROUP
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1o bluck 38

How do 1 prepare Validation Recornding Foruns
(VR Forms) gor ghoups o tradinees?

o ‘The guidelines given on pages M-21 through M-24 of this manual for preparing
VR Forms for individual trainees uaiso apply to groups of traine«s,

2 In addition, you will pmhably wint to prepare a form that will enable you to
see at a glance which areas of the unit of instruction are causing difficulty for
your group. This would probabiy take the form of a summary table, It would
need to convey the following types of information:

1) Trainees’ responses

2)  Number of trainves making a particular response
3)  Number of questions

1) Number of trainees passing cach guestion

3)  Number of trainees constituting each group

6) LETC.

M-40

ERIC

Aruitoxt provided by Eic:



For Example

(ATA SUMMARY

Y- & Rlight
= Wrong

participant Barttoipant Participant Farticipant Total
A

o

2 1s * ¢ * = 3
: it . f B + 1
3 R . . - 3
i 1 . B . + )
147
| \ . B . . H
i ? - . * - 2
K 3 - - . - i
i H B - - N 4]
i 5 = - = - a
i [ = - = 1}
5 7 - - - . a
[
; f . . ' - 2
\ ' . . . - 1
: e . . . - 3
N It - - - = G
N 17 ¢ . . 3
1 2 * - . * 2
k| 1 = - + B 2
3 24 + . . - 3
4 1 - - N - i
4 i ® . . N )
11 4 . . . . A
& 5] * - . - k]
]
1 I + B . . 3
1 H - . . - :
F 1 B . . B 3
3 i * * - - H
4 5 + B - i
i [ - R . : R
5 7 . \ . . .

M4




from block 37

i [

I e 1 .
Preseit Dngiei it & Methnas o digussed i piser dhoe se gl ol mgiengd fi g
Matert y Grovp PR R IF T

[ } & B barihee ottt e bl

to hilock 39

What- gactors do 1 consider in pres enting And e~
Uonal material during group validation trials?

@ For administration of Group Validation Trials you should duplicate the actual
instructional situation as nearly as possible.

1. Use instructional personnel who will normally give this particular instruction.
2. Use the actual instructional setting (i.e., classroom, lab, ete.)

3. Have all equipment, iools. ete. available.

-

To the extent possible have available al) auxiliary material (handouts,
slides, displays, etc.).

® The personnel conducting the validation trial (you) should try to maintain a
low profile. You do not want to influence the outcome of the validation trial.
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What does TVR Sheet - Grp. Look Like when fLé;é(Lﬂt«é
04 evaluation are recorded .(n Section 11, Block D?
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Deteimung

1o block 43

How do T determine 4§ an additional group evaluation
0f the {nstructional material is needed before
rhevisions are made?

e In general, you should follow the same guidance as was given for Individual
Validation Trials (page M-28). Usually you will not require very many Group
Validation Trials before a revision is made. Consider the following:

1. If a problem is disclosed that effect a large percentage of the trainee

group you can be fairly certain that this is indeed a problem for the typical
trainee. You would not need additional Group Validation Trials to con-
firm the existance of the problem. :

13

If only a few trainees in the group have a specific problem with the instruc-
tion you might want to consider having the instruction administered to
another group to determine that revisions are indeed called for.

. 'd

M=46




froin bioghk 32

What does TVR Sheve . - Gap. Look Like when "no
nevision needed" (s neconded in Section 1117

Exzmple:
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;1

¢ group valdidaiion

3
are needed is similar to that for Individual Validation Trizls for conveaience,
it is repeated, in part, here,
o Generally, the de
needed will be based on such considerations as:
4. the previous Group Validation Trial indicated that no revisions were
needed, then additional Group Validation Trials are not needed.
! The previous validation trial may have disclosed a “bug’ which required
immediate correction. (i.e., you didn't even get through the entire material.)
In this situation you would need to have an additional Group Validation
Trial,
¢ A large number of revisions have been made as a result of the previous
validation trial. You will probably want to have an additional Group
Validation Trial to determine that you have not introduced new “problems”
as a resvlt of the revisions.
M52 R LA
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What s the ’72)7@1‘4;;51;-1@@ Of prepasiing commeilts foi
pveople working in othet st ol the 4
systems development process?

7 How do T 4eecH

o In order for the Instructional Systems Development process to work effectively

-1 - [
and ‘”l“J‘IL,D mmunie: “L“‘fx_..ln‘

it iz imperative that thore be Tarward
the people involved in the process. At some time or other you have probably
complained about the input that has been provided to you, Sometimes, you may
have had to work that should have been performed in previous steps.

IT IS IMPO 1TANF THAT YOQU FFFD THIS INFORMATION BACK
TO THE APFROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.

In yDur re%e{ij;h fur thiE; step nf LhE‘ inatrugLi(}ndl Systé*m% Dpvelupment prnu‘%s

m pcop‘,v whu Wlll hi: warkmg in step.s that ftjllow thlb one. If so, lt is cqually
important that you pass this information on to appropriate people.

RFMEMBLR, QGNIPALJNICA'I 1DN WI’IHIN THE INEa']‘I{LJC"IIDNAL
SYSTEMS DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE
INSTRUCTIONAL DEVELOPMENT FOR SUCCESSFUL MISSION-
ACCOMPLISHMENT,

3::3 M-55
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